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ABSTRACT il ■ ' 

This articolation instructional objective gulda for 
executive secretary /business education contains suinary ihforaation 
on sixteen blocks (courses) of instruction.' They are the following: 
Introduction to business, business ■atheaatlcs, personal developaent, 
typing — beginning, records aanageaent, business aachine-^calculating, 
business aachlAes-rre prod action, typing — advanced, shorthand, 
accounting — basic, office procedures, data processing— concepts and 
control, machine transcription, word processing, office aanageaent, 
and business lav 1. Inforaation for the instructional blocks include 
these elements: list of job tasks, course descjription, instructional 
hours, instructional objectives, skills^ and related technical 
inforaation to be taught, performance standards, standardized 
performance test items, and equipment requirements. Also inclttd!|id are. 
recommended 4academic subjects for community college/Jtechnical 
institute secretary prograas and high school business education 
programs, and j'cil}-task listing for executive secretary. Also, 
available are the Project Report (CE 019 107), Policy and * Procedures 
Guide (CE 019 108) , and Instructional Objective Guides (CE 019 110^ 
and 111)- (JH) 



^ Reproductions supplied by EDB^.^are the best that can be nade 

♦ ^ froM the original docuaent. * 
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Ihla .rtlculAttd InitructloMl 6bJ«ctlv«« guld* Is "i;^ * ...^^^ 

c«f«me« in thm •rtlculitlon o£ occupational progriwi and to 

bLad inatructlon and .valuation. It 1. tntandad P^H'^J. Jl^-^.^^y J^'SS; 
torn at tha poat-aacondary laval and taachara at tha licondary lav*! conducting 

couraaa In tha aaM occupational program. Tha guida ^V^E^^^r^l*^*^' 
tlaa li^ Uka occutMittonaa. couraaa batwaan high achgol a»d CP 

Collagaa/Tachnlcal Inatltutaa) program in tha aaaa occupation and iaplaMnta 



thraa baalc concapts* 

Tha coawnallty axlata by vlrtuti of the raqulra«ant by U» that North .Carollja 
wLwnl^collagaa and technical Inatltutaa conduct "Ogm Door" Inatructlonjfr 

occupational progra-a. Obvloualy. auch ll^Sfj; 'HTi^'if 

nlngof tha lotSl occupational prograa, often raaultlng^ln^dupllcatlon M 
iSfructlbu condJctadT^n high achool.. Thla fact ctaatad tha raqulraMnt for 
artlc^atJon «hlch..l< properly conducted, ra»vaa tha naad for the po.t..edond«|v 

Jo Repeat occupItlSnal inatructlon auccaa.fully co-plated "f^^^. A* 

leSl. Such atudent. Seually require only the .ore advanced occupational tn-V , 
etructlon not received In their high school. • y p 

The thrjie.b«8lc concepts Involved in occupational prograa articula»(lon betwen 
aacondary aud poat-secondary levela of education are: 

1. To ensure that occupational Instruction conducted at the high 
sohool level is transferable for credit to th* CC/Tl In the 

^ same* occupational proRram. it is eaaentlal that4 the ocqupafional 
instruction components (courses) content be atayaydlsed ao ad 
td be identlfisble with one or aora Ilka e^pponalita at the ^ 
CC/TI level. 



2. To ensure that the atudent haa acquired sufficient skill in 

lob task performance to be given poat-aacondaty credit for high 
school vork. the teachers and ioatructora wiat both ^ the ^ ^ 

task perforinance standards . . " jt | 



same 
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3. To ensui^i^t student occupational ^ua^ifivcatlon reco^ 

for empl3i*«fe or course credit la both valid* and rellablo it 
is necessaS to standardiee test Items and procedurea In the ^ 
evaluation df student job. task performance. ' ^ 

Instructional content rfta/!dardization is baaed upon Job •^•j'" '^"^^f""^^ . 
naceawry for Job qualification by the employera. The performance ft«»dards ^ 
•™rSaa?Jon IS base'd upon the performance atandard. ^f^^Hf^y 'Jf/":.,,,, 
dustrv. business or profession for initial job entry qualification. The ability 
triSfomjSb tasks and meet toltial Job entry taak perfonumce standards 
llcT^ilZ is accepeed by applbyet. must taki pracad«»ce <>^' ^^tPj^i^^^ 
reaardinn standarda or articulaVion cannot be readUy accomplished Test items 
ISd I^JLtiSTjJocedures for the, same ^ob taak ahould be davaloped jointly by 
tlia ins true tors and teachers coacemed. ^ \^ 



■6 



TPABL^ OP .CdNTENTS 



The Articulation Research project .............. • • 
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Sxmmiary bldck 0.2 (Business Mathematics). . . • . < 
Sumoiary Block 1.0 (Personal Deyelopment) ^ • 



Summer^ Block 2/o (Typing-Beginning) 



^' Block 2.5 (Recdfii^ds Management) 

- '. fifUpmary Block 3.0 (Business Machines - Calculating) 
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ARTICULATION RESEARCH PROJECT 
SldklATORlBS TO LOCAL ARKA 0CCUFATI6NAL EDUCATION CURRICULUM 

ARTICULATION AGREEMENTS 



TtM following lltUd local aroa public school syatam and conunlty collogo/ 
technical Inftltuta, admin latr a Cora hava'agraad to arClculata.thalr Sacra tarlal 
Sciattca - lluslnaaa Education Ptograin^of Inatructiofi. Such agraananta Involva 
tha aiB^>lo3nBant of this document as an Instructional objactlvea guide. High 
aohool students, who .puccassfully.- complete recognised articulated porclona of 
thta^- p tog r am and are ayaluated as job qualified In work eomplatad-vlll -ba -f Ivaa- 



approprlate credit for such-work by the local* area community college /technical 
inatltute. 



Cunfcerland Area; 

Howard E. Boudreau 
C. Wayne JColller 
R/ Max Abbot 



President 

S upe rin teaden t 

S uper in teadeqt 



Fayettevllla Technical Inatltuta 
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Cumbesland County Public So^oola 
Fayettevlllep North Carolina 
Fayettevlile City Schools 
Fayetteville» North Carolina 



Duplin Area;' 

Carl D. Price 
Charles H. Yelverton 



President ^ 
Superintendent 



James Sprunt Institute . 
Kenansville, North Carolina 
Duplin County Publi^ Schools 
Kenansville, North Carolina 



Martfn Area; ^ ^ . 

Isaac fi. Southerland 
R. Eugene Rogers 

Maylantf Atea: 

0. (9. Blake , Jr. . 
/Phil Geouge 
Hatry McGee * 
Edgar F. Hunter 



President 

S upe rin t enden t 



President 
Superintendent 
Superintendent 
Superintendent 



Martin Community College 
Williamston, North Carolina ^ 
Martin County Public Schools ^ 
Williamston, North Carolina 
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May^land Technical, Institute 
Spruce ?inep North Carolina 
Mitchell. County Public Schools 
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Me^and, North Carolina 
Yancey Coimty Public .Schools 
Bumsville, North Carolina 



Edward W. Cox 
Waltar S. Rogers 

Wayne Area: 

Clyde A. Erwln, Jr. 
John K. Wooten, Jr. 
William R. Johnaon 



President 

Superintendent 



Presloent 

S upe r In tenden t 

Superintendent 



Piedmont Technical Institute 
Ro3d>oro, North Carolina 
Person County Public Schools 
Roxboro, Horth Carolina 



Wayne Comnunlty College 
Goldsboro, North Carolina 
Wayne County Public Schools 
Goldsboro, North Carolina 
Goldsboro City Schools 
Goldsboro, North Carolina 
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THE ARTICULATION RESEARCH PROJECT 



Backgrounds The Articulation Research Project was Initiated on 1 September 
1974 aa a State Bo^rd of Education approved Joint effort by the President of 
Janes Spnint Institute and the Superintendent of thcT Duplin County Public 
.Schools. It was and Is supported by tho Nort;li Carolina Occupational Resaarch 
Unit, State Department of Public Education with funding provided jointly by tha 



State Departments of Public Instruction and Community Colleges. 

The occupatibnal program instructors^of James Sprunt Institute and the teachers 
from the Duplin County High Schools, assisted by appropriate occupational ad- 
visors » acting as a Joint area committee were responsible for the development 
of the instructional material content of the initial articulated Instructlgnal 
objectives guide for this program. That guide A^as in turn updated, revised, and 
raflnad by a statia level committee to provide a pilot model for a state articu** 
lated Instructional objectives guide for this program. This guide will be used 
by all secondary and post-secondary institutions and teachers vho have entered 
Into local ar^a articulation agreements' for this program. 

The state level committee that developed the i^evislons and refinements to the ^ 
Duplin Area 'Committee produced guide consisted of representatives from each local 
area Jofntr advisory and program committee for the occupation concerned that is 
operational in the areas of the state that have entered into local area artlcu*- 
latlon agreements* Each local area sent both secondary and post-secondary occu- 
pational teachers/instructors as representatives for each articulated progratn, 
plus at least one advisor for each program, to participate as the state advisory 
and program (ommlttee. Where possible, a state occupational education staff 
member from both the Department of Public Instruction and the Department of Com- 
munity Colleges participated in the role of acting executive secretary for eac)r 
joint state advisory and program committee. This coimnittee acting as a vHpi^ 
performed the actions cited above. The Joint state advisory and program com- 
mit tdf\)gmbers participating from the local areas and state staff personnel are 
listed t?Siow:% 

SORTH CAROLINA. JOINT BUSINESS EDUCATION ADVISORY AND PROGRAM COMMITTEE 



'Dr. R. Jean Overton 



Katherlne Meadows 



Anne tip S. Talton 
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Arlene 6. Talton 



Shelton Norrls 



Acting Executive Secretary 



Ass't. Executive Secretary 



Advisor, Wayne Area 



Advisor, Wayne Area 



Advisor, Cumberland Area 



Ass't. Dir. Business 
Programs, Department ^ 
of Community Colleges 

Consultant, EBusiness 
and Office Education, • 
Dept. of Public Instr. 

I.C.I. United States, Inc. 
Plkeville, N.C. 

Town of Mt.' Olive 
Mt. Olive, N.C*. 

Southern Nat'l. Bank 
Fayetteyille, N.C. 



Ju^i^athAraby 
Itonan Kikhtt 
Anna M. Waters 



•1 



) 



J ■ t 

Judy 0' Daniel 
Jean A. Hollowell 

A 

Patricia L. Wells 
Richard C. Jarvlea 
Janice Gaskln 



Barbara S. ^Mitchell 



\ 



Marilyn M. Fowler 



Elizabeth B. Price 



Be^ilah C. Peppers 
Cherle J. Taylor 
Joyce M. Hardlson 
Pattl Garland 
Wllhelmina Hensley 
Dr, Carlyle P. Woelfer 

EKJC C«rla Gaiser 
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Advlaor, Wayne Area 



Inatructor, Duplin Araa 



Instructor, Wayne Araa 



Ins true tor Wayne Area 



Teacher ^ Wayne Area 



Teacher, Wayne Area 



Teacher, Wayne Area 



Instructor, Cumberland Area 



Teacher, Cumberland Area 



Teacher, Cumberland Area 



Teacher, Cumberland Area 



Instructor, Martin Area 



Teacher, Martin Area 



Teacher, Martin Area 



. Teacher, Martin Area 
Teacher, Mayland Area - 



Teacher,. Mayland Area 



Project Director/Editor 
Instructional Objectives 
Guides 



Wayna Connunity Collage 
Goidaboro, N. C; J 

Jamas Sptunt Inat. 
Kananrvllla, KlaG. 

Wayne Connunity Collage 
Coldsboro* N.C; 

Wiyna Community €o}rl^gs 
Goldaboro, Ne'C. 

Wayne County Schools 
Wayna Cotintyt H.C. 

Wayne County Schools 
Wayne County » MeC« 

Wayne County Schools 
^ Wayne County, N.C. 

Fayettevllle Tech* Inst. 
Fayettevllla, N.C. 

Cumberland County Schools 
Cumberland County, NaC. 

^Cumberland County Schools 
Cumberland County, N.C. 

Fayettevllle City Schools 
Fayettevixie, N.C. 

Martin Community College 
Williams ton, N.C. 

Martin County Schools 
^ Martin County, N.C. 

Martin County Schools 
Martin County, N. C. 

Martin County Sphopla 
Martin Coimty, N.C. 

Mitchell County Schools 
Mitchell County, N.C. 

Yancey County Schools 
Yancey Cpunty, N.C. 

Jam^s Spi^t Institute 
Kenans ville, N.^cl 



Typist 
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ARTldULATXON UtSKARCH PROJECT 
Purpo«« of Instructional Objactlvaa Guldaa 



Articulatad ^nstnictional objactlvaa guidaa ara axpactad to iarva tha foilwing 
Dunoaaat \ 



purpoaaai 

1. 8arv« M tha primary vahida for tha articulation of aubjact aattar In ^ 

ilka "pccupatlonil" prqifMM tha Tiigh a choota md tha- t*<ihflit:at 

inatitutaa/cowBunlty collagaa, through uaa by Inatructora at both lavala. 

2. . Prnvlda n Ll,tin. of the mini«um task, that a workar i. axp^d to par- 

f^rin In the conduct" of a specific laval Job in th^occu^atjKJh Af concam. 

3. Identify tha primary detailed inetructlonal obla^ivei^lch ar/ baaed 

upon tha task iisting. -The taeke ara lieted IfT the sequence of <io»pIax- i 
Ity, with the least complex tasks being li^ed first, except where a 
taak muat be perfonSeB^ a prerequisite t6 performance of another. Tha 
aequance of task listing/is expected to Infliismce the sequence of Instruc- 
tion. Task listings are/ internal V grouped «» duties or blocks of instruc- 
tion. ' V 1 

4. Identify the ikills (Prohesri Objectives) and related technical information 
which>au8t be taught and\lea;^ed to. accomplish the insttuctional objective. 
Ihese represent the minimum^ills and r^'t^d information required for ade- 
quate occupational proii^t^hcy^-iajLaaiL-StixfoxmBncK. 

r ' 

5. Designate the instructional contact hours considered necessary to Conduct 

the required instruction. This is an estimate by the ins^^ctors of the^ -7 
area program and advisory committee as to the time required to teach thi 
averaae learAer to perform the task and, in most cases, to provide the 
opportunity tb the learner to perform more than one practical work exercise 
to gain o«;cuttablonal proficiency. This time estimate is based upon the 
■gumption £hat the instructor w^Lll have available the essential equipment, 
ficlLities, and instructional aids required to conduct the instruction, with 
jt^' class siz^imited to the number of students shown on the equipment list. 

6. Identify the performance standards to be met for occupational proficiency in 
tha task. Performance standards used are those considered to be minimum 
business or industry st^ndardd such as are^und in the professional standarda 
guides issued hy occupational association^ of the business or industry. The 
standards are those vhich the leariwfr must be capable of meeting upon comple- 
tion of his program or" course of instruction, if he is to be considered aa 
qualified to perfona at a specific Job level or a specific Job » In the occupa- 
tion of the ptogram.. The ability ko meet the' listed standarda of performance 
will also be considered as •qual:if i|^tion for advanced instruction in that oc- 
c^atlonal program. 

7. Provide a guide in the conduct of sequential occupational competency instruc- 
tion by duties- or blocks, resulting in qualification by the learner to perform 
limited skill specialist Jobs of progressively higher skills •until the program 
objective is reached, ie: file clerk to executive secretary; brake technician 
to automotive mechan'ic, etcj,.-^es8 it is essential that a learner be given 



- 2 - 



iMtryotioa In % sp^elfio block or duty u a pi^Nqulattt for iMtiMiotloii in 
A aiAooquMt block* tho eoaploxlty soquoncs ostabllohod should bo follonodt 
Cho loariMir bocoMO prof Iciont In tho porforwmoo of taokt in sOeeosslvo 



Moro oo^pUx blocks, ho gAino aoro scrkottfblo Qo^)oU||plfr that wo Indontl- 
fldblo M tho loiror lovol job quollf lections of c spoeicUstt iihilo vorkint 
toncrds hlghor Skills. This provides cn opportunity for ovon the jlov stir- 
jdont to ovontudly gdn sufficient skills to porfom cdoquctoly cs c specie!-- 
1st et scow IcHiil In the occupctlon, despite the feet he M|Llcck the ability 
to ooaplete the progreB. The seM holds true for the lecmer vho has pro- 

- greeaed satis f ac t^rily through "severai" Initial blocka of o ccup a tlon e l In- 

atrflb^n (depending upon the prograa) and then for soM valid reaaon la unable 
to co^bte the progres or must leave aChool. Such flexibility In a program 
of Inatructlon pertalte the maxlmtim nui^er of atudente to benefit from the^ In- 
struct ion. Standardised saqycncea of Inatructlonal' b-lock praaantatlon also 
ensure thet>slaterel articulation can be practiced betveen the hl^ achoola of 
a local area Md alapllflea vertical articulation of aubject sMitter iflth the 
local poat-aecondary Inatltutlon. 

Provldaa a Hating of equipment required to oonduct the progrem of Inatructlon. 
BqulpsMit Hated la that conaldered to be the type end quentlty eaaentlal for 
the conduct of Inatructlon leading to Job qualification in the occupation, with 
the daae limited to the also atated. If daaa alse exceeda the nuaber for which 
the equipment la provided^ Instruction will normally be degraded or take longer. 
In aoma caaea, expenalve items of equlpmsnt^ that have 11ml tfd uae« can be 
ahaifed betMen achoola » If adequate tranaportatlon and achedullng aupport la pro- 
vided by Che county^ achool office. In aoma Inatancea It may be poaalble to delay 
teechln^/bjEfeeveral taaka involving apecial equipment end then errange to take 
the claaa^ the location of such equipment for inatmction. > 

Provide a Hat of atandardized parfom^ce teat itema uaed In the deter- 

mination of occupational proficiency. The teat itema attached to eech block 
of Inatructlon are for the most part "outline type" teat iteme, ahowlng the 
teat objective, aince tliay lack the specific detailed Information which must 
be provided for uae aa a performance evaluation vehicle. Thia would be pro- y-^ 
vl4ed et the time of use« Theaa tdat itema are deaigned. to be velid and re- 
lieble msana of eveluation of proficiency in the performance of a apecific task. 
Performance standards are /provided with each teat item. The teat itema Hated 
cannot be eaaily compromised* aa long aa the apedfica are not provided, and 
could be uaed as atudy guidea. 

It la recognized that there may be unliated taaka thgt aoma amployera may re- 
quire the worker to do in the occupation, when in their employment. The taaka 
listed ere the minimum requirementa for qualification for the Job. under everage 
drciaMtancea on a regional baais. The taaka are not limited to e apecific 
.^ea employment aitiMtion or employer. Inatructora may teach more akilla and 
releted technicel Information than is shown in the guides. Such informati^ , 



ahould be limited to the students who have completed the requirementa for 
teaks concerned in the instructional objectivea guide, iformally the addition 
of. taaka to thoae in the guide should be based \q>on local ftoanittee agreed 
aree requirementa and be taught by all schools teaching the block of inatructlon. 

Up-dating and corraction of items in the instructional objictivfka, guides^: 
Teachera/inatructors are encouraged to. view the inatriictional objectives gui^a 
criticallyf in an effort to ensure that the cootenta are valid and current with 
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«»hol«, f6r rsvlaw and poaslbla adoption. co«ccm 

of in-tructlon unUa. th. cpabAlty .xl.t. To conSu^J^Ii'ortS";^^^^ 
' ^""'^"'^t^^"-! obj.klv... With tl.«..ult th.t th. .^c..iJ«r 

J5o„frco„r''; f "^f°'^ "^^^ li**^*^ ot in.truction .hov"th. tpti/r^J";- 

.ic^iar US I itJon r''' f"" in-tructlon and for th.'o.?! 

tl^ fn^.h J " ^^'^ Vhool. ar. alloc.t.d mor. 

tlo. for the siflne Inatructlonal block owing to th> uaually 1>2>. cl..... 
ll«lt.d physical resources, often le.. l.a^.r J^tti?I^ .t tl«. l.« Jib- 
oratory time, and more admlnlstr.tlv. Int.rruptlon. How".r ~h.Jl 

cj... conduct of a portion of th,^ block In. tn.ctlon2 pbJLi^^^^ 

The overall philosophy to be applled^ln occupatlo^l p«J^ l^ JjaJ^t 

* tlltVi ° T.T ^-^"^ly qualified to p.rfor« aM of th. 

taak. m a limited group of block, or modulaa In an occui*tlon J^qu.UfJ a. 

JlonLl; ouIllM^d r ^-^l^'^-^th a larg. n^r of t::2.'«i'o'L".- 

clonaliy q^uallfled to perform i\one of them. 

I. Mo.t occupational programs will contain certain baalc blocks o/ instruction 
iflthout which a student would not be considered occujationajlf qiiliMe^ 
•nr level Such blocks are normally Identified a. block. 0.0 tH 0 i^d 
•occasion, blocks 2.0 and 2.5. Such blocks uaually kr. bis. black. Lr.hZd 
be taught early or first in the progra. sequence. % ^ 

1 ' 



V 



tutesAsomunlty ColleRw" ^/o .^.l. 5 ? Se«>nd.ry Schoola Jnd T.cbnlc.l Instl- 



/ 

0 . 
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INSTRUCriONAl- OBJKcrrtVRg CUIDK 



PIOOMAHi 



COURSES; 



Au|utC 1977% 



Extjcutlvt> Srcrt^irtry (IHX: T-O U)) 
St«$nugrl^>hcar /iUui littiHM Kdui-nt 1 on (High Schools ) 

lilt ro(luc!t lou to HuiilnrrtH (Hlock 0.1) |^ 

Pcir^onil Urvc^lopm^nt <Hloi k 1.0) 
TyptuR (UvHlnnlng) (lUi)i'k 2A)) 
Racordii MaiiMgcment (lilork 2 < 'O 
Of f If*? Milch liim (daUnil at ln^») 
Of f i Miu h I iWH (K*«proi!ii<! t litfi) 
Typin>; (AdvaiUMul) (l^loik '>.0) 
Shortlwind (Hlurk (».0) 
Account iHK (HiiMit:) (Hlork 7.U) 
Off In- TrocnluroM. (Hluck 8,0) 
Datn ProrrMNing ((kmirrptii *i CiMiirul) 
TrftHHcrlption MijeKJncp^ (Bhuk^^O) 
Word ProcoHHlng (ftl\ck U.O) 

Of fire Mnn/iKi*nHMU (Block 14.0 - HuAlnosS Adniblat ration) 
BiiHl nrsH Liiw (Block Ib.Q'- BuiiincsB Administration) 



(Block 3.0) 
CHlock A.O) 



/ 



(Block 9.0) 



Note: Initial Blockn - (J . 1 . 0 . 2\ 1,0, 2.0. 2.5, 3.(>. 4.0,. 7.0 and 9.0 
apply to BufdncHN Adm i n 1h c rat Ion and Accounting Programa at tha poat- 

ac^c^ndary lo vi* I . 
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COURSE IDENTIFICATIONS! 
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DepartflH-^nt of Publ ic Inst rue tion ' 
Personal Dove lopmen t* - No coursir'^nuiniber ^ 
Typing (Boginnhu;) (I) No. 6111 
Records Management* 

Office Machlnt^H (Calculating)* * \ 
Office Machines (Reproduction)* 
Typing iAdvanced) (II) No* 6112 v 
Shortha*! (I & II) No. 6212 and 6213 JT 
Accounting (Bookkeeping) (I) No. 6332 
Data Proc€LS8ing - Concepts and Control 
Office Procedures (Office Practice) No. 6410 #t 6431 
Introduction to^ Business No. 6010a' 
Business Mathemat ics No . 69 10 
Word Process Lnjr No . 64*22 

*Note: Usually taupht as part of 6410 or 6431 in high schools 
Department of Community Colleges (T- 03d) 
Personal Development - HYG 101 
Typing (Beginning) (I & II) BUS 102 & 103 
RecorHs Management BUS 112 
Office M&chlnes (Calculating) (I) BUS 211 
Office Machines- (Reproduction) (II) BUS 212 
Typing (Advanced) (III, IV) BUS. 104,205 
Shorthan^ (I, II. Ill, IV) BUS 106, 107, 108 



- \ 



^ • '-Advanced Shorthand (I & II) BUS 206, 207, & 206 

Accoijjting (I) "BUS 'l^O ... , ' • ; . ^ . • 

>f - , Transcription Machines BUS 210 'V ' • ' C' 

•.; Word' Process ing-^S 275 -V. ' • ' ' • , . • , • 'I 

• ' Data "Procfissingr (Concepts &. Control) e6p ^104 \ ' '• . • 

Office Pi-ocedures- BUS 215^ ' ( .' V .' ^ . • " \. 

■• '* .. ■ Iptto'duction to Business BUS lOX ^' . ^ . ° . ' 

' : BUsfhess.Mdfth- MAT 110 - 1 * „ \ ' ^* ' - ' *, - 

- . jO-ff ice Manage,ment BUS 2.71 • ' . - • • • ' / 

• • .••« ,■'*. •*; -Btislyess'JLaw ]|. BUS 115 , . _ ... " ^ v* 7 * * 

■ ' . ' • . •• " -V ■' ■ •■ ■• 

-^"SSCREfARIAI- (CC/TI) AND S^ijbGRAPHtC ,(HIGH SCHOOL). BUSIJl^SS SEO^I^ED tKSTRUCTIONAL 
■CONTACT HOt!RS: ". • ' • " . , v .'/^ V'v- A 

. C-ommiltiil^ Collegea/^echnipa'l Institiiteac '120^1: 1283 , - 

' ' High'Scliools: Total 12&0-- or IMQr^ . • ' >\*-^ .>•' ' - ' . 

r ■' >•' >.w^ ,•■.*/•,,.',•.. V. 

' " -l^StRUCTiONAL OBJECTIV^IS (fiecr^tarial/S.tenographic Courses)' • . • ' " - 

' -- ■■ ?' ■- *^ '.^ ■ ; \ ; V r .;' 

"infltructic/nal Hour^- *' ■ v . ' ^--^ ' ' ' ." 

CC/ti/HS , • ' ' ^' . \r ' . .V 



Block O.fS ' ^introduction to Biisiness;^ To provide the l&arner.with a 

(33,brs/180 hYs) " m survey of the busine^ world, with pai?tvlcular attention 

paid to inlEon^iation regarding the structure of various 
ty pets of business organizations, meth^ods of flnancT 
internal organiizations and managetaent. 

Block 1.0 , * ^ei7s.onal Development ; To provide the learner- with the 

(30.hrs/30 hrs) . . ability and knowledge to be better qualified to succeed' 

-« n in busines^rft occupations* by deveiopfrig socially desirable 

' practices/habitus in personal body care, grooming .and dresjs; 

.* . ^' ' ethics, interpersonal relationships, aild attitudes towards 

' work, reliability, and honesty. 

Block 2.0 Typinja; (Basic) : To develop touch typewriting competency, v 

.^^^165 hrs/180 hrs) speed \and accuracy, and typing techniques at the lowest 

job level and job qualification speed as appli^ed to tabu- ■ 
. . . latipn, manuscripts^ Icorrespondence, business forms, 

stencils, and' duplicator masters. 

.. . Block 2.5 Records Management; To provide ""the learner with broad - 

(35 hrs / 35 hrs) Background training ih b^sic records management principles 

^nd technique^, to file accurately, quick^^y, and s^stema- 
: . • ■ • . tically.. ' • . / ^V^^'^ 

• Block 3.0 lousiness Mact^es (Calculatixig) To provide the learner 

V (30 hrs/30;hfs)^ •• with the techniques, processes , operation and applicatlot}, " 

^in the use of adding and calculating machines; with emphasis - 
" ■ ' I . • upon learning the touch system for ten-key adding machines. 



- viii - 



Block- 4 wO 

(33 Jira/33 hrs) 



Block 5i0 ^ ; 
(165 hrs/lSO hrs) 



Blo«c'6.0 . ^ 
(33a hrs 7360 hrs) 



Business Machines (Reproduction) : To introduce the learner 
to a variety of rfeprpductlon equiptoet^t to be found ln\he 
modem office, and to develop proficiency in using- connoon 
types of puch machines, with emphasis upon the preparafiSpn 
an(d use pf spirit master stencils and offset masters. *\Aiere\ 
possible, students should also be introduced to common Image 
projection equipment , ^ith emphasds on slides < and trjansparencies • 

Typing (Advanced); To; emphasize production typing problenfa 
ther^ learner and speed builuing^.to achieve* qtialificationN^fdr 
initial entry at stenographic^ ahd .secretarial job levels. To 
develop technixiues. needed by ^tlje learner ih planning and in 
ty^ng projects t^pat closely approximate the work appropriate 
to^^the field of stiidy. These projects |^lude review oi. letter 
forms, me thQcte of duplication, a tatietical^ tabulation, aad'^he 
typing of reports', manuscripts, and legal documents.. ^ ^ ■!/'• ^ 

Shorthand: To ["develop job qualification skilll5 in the learner" 
inV shorthand, '^pius pro.viKiing typewriting,' gramite^ usage, and 
theiir applicatidn ir} the production of mailable, typewritten 
ttanscripts. - * ' ' , 



1 



Block' 7.^0 /• ^ ' Accounting (Basic) : To providi the learner with the principles, 
(55-88 hrs/ 180 hrs) techniques, and tools of acdountlng to enable the. learner^ to- 

apply the mechanics of accouiit^ng. ^ To develop in the learner \^ 
the ability to coilect," summarize ,-J^and report information about 



Block 8.0 ^ • 
(143 hrs/360 or 
^ 180 iirs) 



service an<i mercantile enterprises , 

Office Procedures: High Schools - To provide the opportunity 
, to qualify the learner to perform basic records management 
tasks (Block 2.5),' to operate common business machiij^es (Calcu- 
lating-Block' 3.0) and (Reproduction-Block 4.0) plus personal 
development (Block 1.0). ^ 

CC/TI and High Schools - To provide the opportunity for the 
practi(:al application of office related skills and knowledge 
previously acquired in the program of instruction in an actual 
or simulated office environment. To provide instruction^ and 
training on secretarial (CC/TI) and stenographic (high school) 
duties. ^ ir 



Block 9:0 
(33 hrs /none) 



Data Processing (Concepts & -Control) : To provide the . learner - 
with a working knowledge of the basic theory of data processing 
how to "Work with computer concepts, how to perform data batch 
control, and how to perform prc^essed data control. 



Block 10.0 ifachine ransc rip t ion : To qualify the student in the operation 

(33-55 hris/famil- and use of the transcription machine and to further develop pro- 
iarization) ^fessional ability in the application of correct grimmiar, word 
I ' ^lisage, punctuation, And accuracy while producing mailable copy 

from n^xAane tratiscijibed dictation for all types ojg communication 
; • , fprms.r^ . , 



EKLC 
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Block^ll.0 \ • Word Processing:- <a) To. develop necessary skills and to 
(33-55 hrs/90-ieO7^ iifrovide practical 'experience in the plannina^^ administration, 
ji^Sid operations of a word processing- q^nter applicable to 
r'p.'arger offices; (b) To further' 4ev'eiop sl^ills in high speed 
manipul'ative techniques dn a power, key boaf^ proofreading and 
jiocument revision, usi^ of machine' trans clription, production 
of mailable ^jopy from magnetic media an<l rough drafts, file 
/ - . * log, and -maintain magnetic media, originate correct formats 
and apply the appropriate code for the. format ^d determine 
work priorities. ' 



Block 14.0 
(55 hrsr 



Bldck 16.0 
33 hrg) 



g^Efice Management To provide the learner ^ith the fundajiental 
principles 'bf office management, with elnph/sis on the 'functlonei 
of the office manager and how th.ey- are pjSpformed, office auto- 
mation^ planning processes ,/cbnjtXDlllngJf organizing, and a^ua- 
ting office problems, * ^ --^'^ *^ 

Business Law I: To inform the lef^mer regarding certaflpt, funda- 
mentals and principles of business law, including contracts, 
negotiaWLe instrum^ts, and agencies. • it *^ 



Block 0.2 
(55 hrs/180 hrs) 



Business Mathematics: (Not^taught as Bxjsiness Course CC/!|l) \ 
To develop skills in the application of matheioatiqp to- bv^iness 
problems' sucji as payrolls, pricing, interest, ^taxes, etc.*. 



\ 
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Aclt^eml'C and Non^Bu^iness Education Couipes suggested for the Executive Secretaty 
^:^4culum -■ CC/TI level 



Bu8^.ness Mathemati/cs (MT 110) or (BUS 109) 

» College- Orientation (GUI 101) 

English Grammar (ENG 111) 

. » English Contposition (ENG 112) 

■ , - ■ 

Oral Commimications (ENG 204) 
«. ■ • ■ ■ 

Applied Psychology (PSY 206) ' 

Business Correspondence (ENG 206) 

.'State and Local Government (POL '103) 

Non-Business Courses Total 




33 



■368 



Articulated Business Education Course Total 1283 or 1206 ^ 



IT 



Grand Total CC/TI Secretarial Program 



1591 or 15 1/^' 



ERIC 
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Non-Busj||ie9§^^ucation Courses Suggested* for *Stenogra:pW.c Program Curri.culum 



High Schools 



English' I, II, III 



English (Business Coitiinunicatio|i)- 

) ' 

General Math or Algebra , 

Business Math (if not taught as part of 
^ ^ Business Progr^) 

Physical*" Saience 

Biol^-gy. " 

US Studies 1 

Health and Phji^ical Education 

^lectives 

Academic Total y 

Business Ed^€^^€ion 
Curriculum- Total 



\ 



UNITS 
3 

1 

•1 

1 

1 

1 

1 

1 

2 
12 

8 
20 
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ARIiaiUtlON RESEARCH PROJECT 
• J OCCUPATIONAL. TASKS ; 



BUSINi;SS ADMINISTRATION - SECRETARIAL SCIENCE 
ACCOUNTING ' ^ 

4 

\ 

BLOCK OR DWIglON ;' Personal Developinent L0_ 

TASK: (In Order of Complexity) 

1.01 Use proper techniques for good body care. 

1.02' Dress appropriately -and laiatain aeat, 

well-gro6med. appearance. 

. ■ ■ 

V 1.03 Display- prdper attitude toward work. 

■ I 

1.04 Practice good business ethics. 

1.051 Practice telephone courtesy . 

1.052 Ms^layi physical poise. 

1.053 Meet'puilic tactfully. - ■[ 
1.06 , Practice appropriate etiquette in public. 
BLOCK OR DIVISIC iN: ' Typewriting (Basic) 2.0 
2.01 Operate ^ typewriter (lanual and electric) . 
2;02 . Prepare! file labels ! 



2.03 Prep'are 

2.04 . Prepare 



postal, cards. 



copy from simple rough drafts 
j^h prbof reader's marks. ^ 

2.05 Prepare (envelopes and labels for mailing, 

2.06 Prepare kilabje memorandum. ' ^ 

ERIC . . ' V 



Frequency -that average 
worker wifl be required 
' to perform the taski; 



Level of difficulty: Normally 
performed by skitl level or 
levels checked^ 
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ABIICDIjillOtI BESEAUCH FROJECT 
J. ; OCCUPATIONAL TASKS 

■ BUSINESS ADMINISTRATION >SECRETARIAL SQtENC^ 
, ■ • ■ ' .. ACCOUNTING I > " 

■ . ' ; f 

BLOCK (» DIVISION ! Typewriting (Basic ) 2.0 ■' 

(continued) 
TASK: ' ■ 

2.07 Pjepare letters (business and personal). 

2.08 Coipose simple copy at ^typewriter. 
.2.09 ■ ' Make /caibonjioples . . ' 

2.10 Perform simple tabulation. 

2.11 Prepare outlines. 
2.1^ Prepare\anuscrlpts. 
2.13 Prepare flll-ln forms. '' 



F^eduency that average 
worker win be required 
to perform the task, . 



Uv&^'of dikculty: Normally ' 
performed by silll level or 
levels checked. 

- , / • 



k -.1 



2.U ^' Prepare charts, tables,^ and oti^ffl^'t^bulated 
' reports. . 

2. 15 ' . .Prepare simple ageniia. 

2. t6 Prepare sltople stencils 'and duplicatot 
masters. ' ' " 

it- 

BLOCK OE'DIVKION: Records Management > : 

2.51 Prepaj^e folders and other filing mflteriSl 
, ■ for use. J . 

2.52 Serf and classify material. 
2.53. : Ijse 'filing equipment, ^ 
2.54 ■ Requisition file material. 



SELDOM 



1 



WEEHY 



1 



ye 



DAILY 



X 



X 
X 



X 
X 



X 
X 
X 



INTEmtATE 



X 
X 



/ 



X 
X 
X 
X 



HIGHEST'' 



X 



X 
X 



X 



X 



AJtllCUUirON RESEARCH PROJECT 

I ^ 

OCCUPATIONAL TASKS 

BUSINESS AfitaNISTRATIof - SECRETARIAL SCIENCE 
' ACCemiNG 

BlOa OR DIVISION; Records Management 2.5 
^ (continued) 

TASK: 

2.55 Charge out files:^ , 

2.56 Trans fej?4|s[c£ive records. 



'^•1 

Frequency Chat avpge 
worker will be, required 
to perforin the task. ' 



* >vel of difficulty! Nonully 
performed by skill level or 
levels checked. 



• > 
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BLOCK' OR DinSaQN|^ \ Business Machines iJO_ 
,> -Calcu^tint! . 

3.()'1 Use printfnf^nd/or -non-printing adding 
.nachifies and calculators to complete 
the following business forms. 



3.011 Orders 
3.012 ' Invoices 
3.013. Inventory 



3.014 Sales 
3.015' Bills 



♦ 



£ ' 3.Q16 Miscellaneous' Accounts 

*bWoRDIVISP: Business Machines . 4.0 

•(Reproduction and Projection) 

4.01 Operate collator. 

4.02 Ojjlerate folding machine. 

4.03 Operate •automatic binder. 

4.04 Operate -postage sealer and meter. 

4.05 ^ Operate copiers (Thermal Photographic). 

*Note! Iiist;ructional emphasis should be based upon 
lusin 

22 



g|^(--)U8iness offices. ■ 



ELDOM 



X' 



WEEKLY 



local arei survey t),determla! 



t 

DAILY 



1^ 



\ 

'LOWEST 



X 

X 



INTERMEl 



X 
X 



X ^ 



HIGHEST 



most commsn equipment ii use by 



X 
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' • ... , 

AXIICUIillON BESEARCH PROJECT . 

' OCCUPATIONAL TASKS 

BUSINESS '^NISTRATION - SECRETARIAL SCIENCE 
f ' ^ ACCOUNTING ' ■ 



'TASK: 



■OR DIVISP: Biatnes^tiachlna ^ 4.0 
^. ' (Reproduction ana Projection) 



^.06 Operate overhead transpaHncy projector/ 



4.07 Operate 3StiD slide projectir. 

\ 

^.08 Operate lotion picture projectof; 

I 

, U9_ Operate spirit duplicator. \ 



4.10 Opeme iiiineograDh.> 
, 4.11/1 Operate offset press. 



\ 



mi OR DIVISION ; Typewritijfe (Advanced) 5.0 

5.01 Operate typewriter. 

5.02 Prepare file labels. 

5.031 Prepare postal cards. 

• » \ 

5.032 Prepare envelopes, and labels' for mailiqg. 

5.04 Prepare aenioranduiD. 

5.05 Prepare letters (business and personal). 

5.06 Make carbon copies. 

5.07 Prepare outlines. , ^ 

5.08 Piepare press releases. , 



Frequency that average 
vorlcer will be required 
'to perfora'the-task. .. 



•5 I 



Leva of difficulty: Non^lly 
iperforKd by skill level or 
levels checked. 



lOM 



I E RJ C ee note at bottoi of previous page. 
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X 



J. 
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X 
X 

X 
X 



LOWEST INTERMEDIATE 
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X 



HIGHEST 



X 
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X 
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X 
X 

x 
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. OCCU&TIpNAL TASKS ' " 

Frequency that mrage 
BU8IE8S ADMINISTHAIION - SECRETARIAL SCIENCE * worker will be i^uini ' 
(' • >^CCOUNTING ' , to perform the task. 



Uyi]/of dimwltyi NorwUy 
performed by iklU level or 

levels, checked, 



BLOCK OR DIVISION; Typewriting' (Advanced) 5.(| 
(Con,tinued) 

•■ "TASK! • ' 
'3.091 .Prepare medical history. 



5; 692 Prepare illl-in forms., 



5.10 Prepare agenda and minutes. ■ 

' 5.11 -Prepare manuscripts. 

5. 12 PrjBpare copy fbm rough '^raft,, material with 
proofreader's marks.' 

■ 3,13 "Prepare stencils and duplicator masters. 

J. 14. Prepare technical and finaircMreports. 

, ^15 Prepare bu^ness forms. ■ ^ 



5.16 Prepaire.Qharts, tables. and other tabulated 
^' . "'reports*. ' ■, ^ ■ 

.5.17 Prepare legaljapers. 

v5.18 Operate automatic typewriter (optional). 
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ARIICUUTION RESEARCH PROJECT 

OCCUPATIONAL TASKS 

BUSINESS ADKINISTRATION -.SECRETARIAL SCIENCE 
ACCOUNTING 



BLOCK OR DIVISION ; Shorthand - 
SUB-BLOCK: '6.10 . 6,20 . 6 . 30 . 6.40 



6.0 



28 



Taak 

6.1Q1A ' Read Shprthand. 
6.201A ^ Read Shorthand. 

6.301 Read Shorthand. ' 

6.401 Read Shorthand. 
6.102A Write Shorthand. 
6.202A Write Shoithand. 

6.302 Write Shorthand. ■ 

6.402 , Write Shorthand. 
6.103B Take Dictation. ■ 
6..203B Take Dictation. 

6.303 Take Dictation. 

6.403 • Take-Dictation. ' 

6.104B .Transcribe Shorthand Notes Accurately. 

6.204B ' Transcribe Shorth'and Notes Accurately. 

6.304 Transcribe Shorthand Notes Accurately. 



d . • Transcribe Shorthand^^ Notes Accurately. 
ERJC 



Frequency that av^ilage 
worker vill be required' 
to perforin the t|^k. 



SELDOM 



Level of difficulty! Noraally 
performed by skill level or ' 
levels checked. 



J 
WEEKLY 



4 



^ 



DAILY 



( , 
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X 
X 
X 
X 
X 



LOWEST 
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AKTIGULATION RESEARCH PROJECf 



OCCUPiriONAL TASKS; 
t 

BUSINESS ADMINISTRATION - SECiItARIAL SCIENCE 
ACCOUNTING. ■ 

B^OCK OR DIVISION; Accountjlng ' 7.0 

,;|TASK! ; 

TjT^Journalize diily transactions. 
♦ > 

' 2^ Post transactions . 

' '\ . ■ ' , ' ■ . 

, 7^ Close a;j3et,of books ' 

2:04 Keep accounts receivable and payable records. 

■, » ■ ■ 

7.05 Prepare a trial balance. 

7.06 Maintain checking accounts. ' 
""""" ' ' , • , . ' 

7.07 Reconcile a bank statement. 

7.08 Prepare a worksheet. 

7.09 Prepare financial statements. 

7.10 Journalize adjusting and closing entries. 

7.11 Close the le%r. 

7.12 Prepare payroll records, v . 

7.13 Special journals. . = \. • 
7. 14 ' Special journals ! 

' 7jl5 Maintain, petty 'cash account. ' 

* . ■ ■ ■ 

. 7.)& Maintain cash register System. records. ■ 

7.17 Maintain sales tax record, 



Frequency that average . Uvel oUifflcultyi Noriuy 
worker will be required perfornid by iklll lev^l oA 

to perform the task. • , levels checked. 
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AHICUUIIONHESEARCK PROJECT 

OCCUPATIONAL I^KS 

'. ■ f 

' BtlSldsSS' ADMINISTRATION - SECRETARIAL SCIENCE 
• ACCOUNTING ' 

jLQCK OR DIVISION; Accounting T^- 
(qontinued) 

TASK: 

—l48_CoBfiute-and record hd debts., ' . 

. 7J9 Djtermlne depreciation and disposal of 
pjant assets. 

7.20- Handle notes and interest. 

7.21 Use the accrual accounting system. • 

7.22 Use automated data processing. 

BLOCK OR DIVISION ; Office Procedures 6.0 
(Secretary/Stenographer DutiesJ 

8.01 Perform limited housekeeping related 

to office equipment, supplies and office 
decor. , 

• ■, 

8.02 Process mail. 

• 8.031, Make appointments. 
8.032 Relay information as directed. 
8.04 Requisition supplies and "fjulpment. 

1 

^.05 Maintain inventory of equipment and ' 
consumables in office. 

8.061 Maintain petty cash account foi! office. 

. 8>06'2 Perfprm personal, duties for' employer when 
0£ ^ part of job description and ethical. 

ERIC 



Frequency that average , , Level 'of difficulty: Normelly 
worker will be required ' performed by skill level or 
to perform the task. ' ' levels checked. 
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AniCUUTIO'N 'KESEARCH PROJECT 

t 

' OCCUPATIONAL tasks' ' . 

♦ .» 

BUSINESS AMNISTRATIOM - SE(!R£fMlIAL IciENCE 



Frequency that avefage 
worker will bp reijulrcd 
to perform the |;a8k. 



BLOCK OR DIVISION; Office. Proceduroa U 
(continued) 



TASK! 



J 



8.07 "liaintain record of events and ch;pgea,, in 
\ policies and procedures. 

8tQ8 Perfqra Receptionist duties. 

8.09 ', Supervise other employees when re^n^iredl 

8.10 Handle business social activities'^ 

lILOCR OR DIVISION; /Data Processing , 
, , (Concepts and Control) 

1^.01 Know, computer concepts. ' , , 

l02 ' Perform data batch control. 

9.03 Perform processed data control. 

♦ 

'block OR DIVISION; ■ Machine Transcription 10.0 

10.01 ' Operate transcription machine, 

10.02 Perform 'operator, care of transcription 
■ machine and machine transcriptions. 

10^03 Produce draft documents of all types 
rapidly and accurately from machine 
transcriptions. < 

10.04 Prepare mailable copy in proper format 
from machin'e transcriptions. 
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Levil of difficulty! Nomilly 
performed by iklU level or. 
le\{els checked. 
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X 



AXTICUUTION RESEARCH PROJECT 

OCCUPATIONAL TASKS V 

Frequincy* that ivorige Livil of difficulty; NonnaUy 

BUSINESS ADMINISTRATION - SECRETARIAL SCIENCE worker will be requirsd ,p«rfarMd by iklll leval or 

ACCOUNTING to perform the task. Imlt checkod. 



' , BLOCK OR DIVISION: Machine Trafincrlptlon 10.0 

(continued) 

* 


SEIDOH 


WF.HKI.Y 


DAILY 


LOWEST 


1 

INTERMEDIATE 


HIGHEST 


TASK! 














10.05 Dlctato^material for machine tfanscrlptlon 
iccurattily and in proper format. 




X 




X 


■ ■ » 


X 


<■ ' ♦ ■ , 
BLOCK OR DIVISION:' Word Processing 11.0 














11.01 Know word prociisaing terminology, 
definitions and usage. 


i 




X 


X 


• 

X 


X 


U.02 Know how word processing' concepts are ' 
employed In modern offices. 






X 


X 


X 


X 


11.03 Coniniunicate orally. " ' 






X 


X 


X 


X 


♦ 

11.04 Ttanscribe from transcription machine. 






X 


X 


x 


X 
X 


11.05 Proofread and revise documents, 






X 


X 


X 


. 11.06 ' Operate power keyboard (automatic type- ■ 
writer). 


t 




X 


X 


X 


X 


11.07 File, log, and maintain magnetic media. 






X 


X 


X 


X 


11.08- Produce documents from magnetic m^dia. 




1 


X 


X 


X 


X 


1 1 ilU riH>ifHfi<\At*n /lAniitHi'tM^ t'/^1l■m'^^l< Minn 

ii»U7 urigiucice flocuinonc rornincs dnanise ^ 
applicable coding. )^ . ' \ 
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X 
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. IMP Dictate documents onto magnotic media from 
printed or haRdwritten copy. 






X 

* ) 


X 


X 


1 

X 


id 
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OCCUPATIONAl TASKS 

^DHINISTRATION - 9ECRKTARIAL SCIENCf: 
ACCOUNTING 



rt^quiincy that «v0ri|e 
worktr will b« rJqulriod 
to perform thi lAik. 



Uvui of dirfleultyi MomiUy 
ptrforiMid by iklU Itvtl or 
'Uvcli chtckod. 



)msION: Word PracgHnlng 
(conttnufd) 



11.0 



I r^rpgrAphlc ciqulpMisnt. 

L# and maintain records. 

Lglnate and dictate Blmultnneouafy 

3in. an outline documents thnt contain all 

itntiai information. 

ca deciaions ,and,aolve problems. 

lago cm time and tasks and determine 
ligned taak, priorities. 

>lement procedures and interpret flow 
work within designated controls. 

>ervi88 word processing center to include 
>porting personnel. 
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OCCUFAnONiiL tASKS 



JUSINESS' ADMINISTRATIOII - / SECRETARIAL' SCIENCE 

';:':ACC01INTING ' . - 



Frequency^ that .'average 
worker wlU be required 
to perform the 'task. 



Level of ' difficulty : Normally 
performed by skill level or 
levels checked. .. • • 



g .BLOCK OR mSMi Office Management . 14.0 ■ 

te'TASR:'.''.-. - ... , . ' /'^ 

f ''i££l provide for and maintain first aid 
I,- capabilities. ... i . 

■;■ ■ ; • ■ ■ ■ 

r"^02 Plan '-a nd - 9u p e r vl? i^ssfetirrul 
' * / compliance, ; . ' : 

■ ' .UrOB - Plan and supervise motor vehicle parking 
.areas 



IkM ■ Supervise' visitor reception and' informa- 

■ 14.05 Supervise maH ropni and message center. 

. 14.06 .Supervise' cafeteria and/or rest * 
:•' ^ facilities. 

. 14.07 '. Supervise. internal transportation services. 

, 14.08 "Plan/supenise custodial, facilities , 
•utilities re^quirements/activities. 

.. 14.09 Ensure maintenance oi office equipment. 

■ ■'■ ■ ' ' . ■ . ' 

14/10 Perform office 'equipment rental require- 
V '. . ' ments, 

14.11 Supervise office supply activities. 

• 14.12 Supervise application employee conduct 
"and standards.' ' ' 

ERIC ' / 



SELDOM 



WEEEY ■ , 



DAILY 



X 
X 



X 
X 



iOWEST 



INTERMEDIATE 



HIGHEST 



/ 



X 

it ' 



X 

X 



fe' • '-.V ' ' , ■ • Frequency that'. avMaje 

|; iliSINESS ^NISTRATION - SECRETARIAL SCIENCE. . worker will.be required 



'ACCOimiNG 



to perform the' task.- \ , 



Level of difficulty! Noniiajly 
performed by skill level or 
levels checked. ,' • 



- Cte OR DitoNt Office MaXggeinent. 14.0 
>::•.. . ' ' (contimied) ..""^ 

^■■ lASK: ■ ■ y 



1^ • 



{ ^^^'^3 . Plan f or : Ijj^rnal communications services . 
'' 14.1 A' Plan and make- work flow sheets; ^ 



- ■i U5 ^ ' Plan of flcr iayoptr— --K - 

^ 14.16 Make work schedules. 

H.I7 .Plan office organization and staffing. ' 

■ ' ' ' . ' . .-. ■ ■' ' ' ■ " 

■ BLOCK OR DIVISION; business law j2,0 (Accotatinj) 
, . . ; ^ : Business Law 16.0 (Bus: Admiij) 

12.01 Know basic principles of law and its 
,16.01 enforcement. 

12.02 * I?noW;.'ba3ic le|al cdnsiderations of , ' ' 
contracts. ' 



12.03 Know, the legal considerations regarding. 
16.03'. . sales. . , 



12.04 legal considerations of . 
16.. 04 bailments. 

' Know legal -c^ns.iderations regarding 
•,16*05 commercial papesjrs. ' 

. 12.06 Know legal considerations of agency and 
.: 16^.06 . . .employment relationships . 

iMI Knoi^ the /legal considerations of ' 
partnerships. 



SELDOM 



X 
X 

«x" 




WEEltLY 



X 



I 



DAI LY ■ 



LODESr 



\ ■ 



INTERMEDUTE 



/i 



X' 



HIGHEST 



X 



X. 
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' ' i Frequeft^ that average . Level of difficulty;' Normally ' 
iUSINESS ADMINISTFATION ^ StCRETARIAL StlENCE • worker will be- required performed by skill level or 



V 



ACCOUNTING ^ 



to perform :th$ task. 



Ifevels idiecked. 



BlOq OR DIVISION ; Buslneb'law ■12.0 (Accounting 
■ . Business Law .16.0 (Bus. Admin 



'lASR: 



1 



12*08 ; Bilow the legal considerations regarding 

16;08) [Corporations. ' . - ' 

12.09 'Know the legal consi^erat?ions ' regarding 
ji6.09. , risk-bearing devices. 

12.10 Know the, legal consylerations relVrding 
16.10 property: \ ' 



in 



SELDOM 



■. f 



IK 4=] 



WEEKLY 



DAILY 



LOWEST 



INTERMEDIATE 



_ : . ■ • - 0.10 - - ■ • ■ . . 

ARTICULATION RESEARCH PROJECT 

Instructional Objectives Guide August 1977 

' ■ ' • ■ ^ ' : ' 

PROGRAM: Accounting (DCC T-016, Business A<toinistration (DCC T-^018) , 

' . Executive Secretary (DCC T-p3p) , Stenographer (DPI) . ' , 



COURSE: Introduction to^Business (JBlock 0.1) . ' .% 

-TCegR^-PBSCRtPT ION ; Dtip dr Lit ien l ; uf Co nm u nl ty C8lT6^er"No. " BDS-TOl*: —■ f-~~ 

Department" of Public' Instruction No. 6010 

INSTRUCTIONAL HOURS: High Schools: 180 hours 

* " . CoiBinunity Colleges/Technical Institutes: 33-55 hanrs 

INSTKTCTIONAL OBJECTIVES: ^ ' - 



' 1.. .* To provide information to the learner regarding the business world wi^h 
particular attention devoted to the structure of tKe various types of' 
\ business organizations , methods of financing, internal organization, /and 
management. * » 

2. ;To provide info ntiatiori to the learner regarding the basic econGmJc /prob- 
lems and, the knowledges essential for the individual to be an intelligent 
buyer, user*/ and producer of business poods and services, in a basically 
/free enterprise system. ^ / . 

■ . : ' ' ■ ■. ' / ■ ' 

3. To provide information to the learner oh topics related to the l^ixsiness 
ijf^ > world ^at-will serve as a li^ckgrovmd and foundation upon which the 

' * ^ business-related courses and programs are built, ie: the economic world, 

^toerican business and the consumer, banking, credit ^ savings and invest- 
ments, money management, insurance, communication,- travel, taxation, 
.ti^^sportation, career opportunities, and job application. / / 

* ■ . « ■ t 

. ■ - , ■ ■ 7 • 

. JOB QUALIt'ICATIOf^: ^ / " 

■ . . • *■ ■ ■ . ii ■ . ■ ■ : ■ 

^ ^ This is ai\ introductory and background type of course, Serving only ^:o provide 
related .general infonnation to Che learner, and does not resudt in any ^type of 
occupational qpialification. 



PREREQUISITES: High Schools: None. 

• ( Community Qolleges /Technical Institutes: None, 

PERFORMANCE EVALUATION: 



."■ ' ' • ' ' ■ *-. / . ■ ^ ■'■ , 

There are no perforynance requirements for this particular^ block of instruction 
or course.^ An appropriate number of standardized test /items requiring written 
response should be prepared. y - 

EQUIPMENT: / : : 

None. ' 

/ ■» * ■ . • - 
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AM;ICULATI0N RESEARCH PROJECT 

Instructional Objectives Guide . August 1977 

PIKWRAMj •- Accounting (DGC T-016) , Business Administration (DCC T-018) , * 
Ekecutive Secretary (DCC T-030) , Stenographer (DPI) . 

COORiSE: Business Mathematics (Block O.p ) ' 

JDOURSE DESCRIPTION: Department of Community Colleges No. BUS 109 

" ^ "Depaxtmsnrof-puB — — -r-— — 

IMSTHUCTIONAL HOURS: High Schools: 180 hours' 

Community Colleges/Technical Institutes: 55 hours 

INSTRUCTIONAL OBJECTIVES: ' ^ ' 

1. To review for or develop in the learner the skills required tsg perform ' 
the basic mathematical processes applicable to computational situations 
encountered daily by consumers and business workers. 

2. To provide specific occupationallv directed mathematical skills. to the 
learner needed ip dealing, with topics sufh as how to calculate oi; coti- 
pute interest, discounts, investments/ payrolls. Insurance, taxes, 
percentages, cQittaissions,^ 

JOB QUALIFICATION: . \ ^. 

. This is a foundation type course of instruction which serves to provide a 
necessary basic aapability to help the leaamer to function adequately in a 
business environment, but does not provide a specific job qualification. 

PPEKEQUISITES: \ ^ . 

High Schools: None. 
Community Colleges /Technical Institutes: None. 

; \ 

PERFORMANCE EVALUATION: 

• The course evaluation of learner performance will be performed bv the indi- • 
vidi^al teacher. The ability of the learner to apply the skills acquired ' ^ 
will be i^t^grated iqto the evaluation of primary business .course^ubjects 
requiringKmathematical computation^^ skills. 

EQUIPMENT: ' ^ 

No special equipment reduirements other than normally available in the average 
classroom. / 
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ARTICULATION RESEARCH PBOJECT 



' V ' INSTRUCTIONAL GUIDE 

,PiOGBAM(S): SECRETARIAL SCIENCE (EXECUTIVE SECRETARY-DCC T-030) . ACCOUNTING 
(DCC T-0 16) AND BUSINESS ADMINISTRATION (DCC T-018) * 

OODRSB: PERSONA? DEVELOPMENT (BLOCK 1.0) 

COURSE DESCRIPTION: Th^e is no existing course ia this subject area established 

. ... ^yJhlJ^S?I^B^R.9LIy^^ 

unit In office oiicupations. Occupational aclvisors recoimaend 
strongly that the instructional objectives be covered. iSelected 
instructional objectives should be covered during initial class 
.activity with o/thers by integration, at recurrent intervals, - 
with other instruction on a cont£aulng basis. 

INSTRDCTIONAL HOURS: 20-40 (Sugg^/sted insti^ctlonal ti^^^^^ 

objective ^is/ an estimate of contact hours required to provide 

Job^ <iuallficat ion task perfonnance^^,^^^ 

It is a pldining figure only. Blodkc instructional hours In- 
clude evaluation time.) 

• ^ • ■ ' ■ / • / ■ ■ 

INSTRUCTIONAL OBJECTIVES; / ' 

: ■ • ^ ' . • / ■ ■ ■ . ■ . ■ 

1. To practice good body ^are. / 

2. To maintain a neat > veXl-grbomed appearance. 

3. To dress appropriately. 

4. To display proper attitude towards vofk. 
•5. To practice good business ethics. 

6. To practice telephone coui^teay; 

7. To display physical poise., 

8. To meet public tactfully. 
. 9. To practice appropriate etiquette. 

10. To develop ptoper^attitade towards honesty and reliability 1 

JOB QUALIFICATION: None, ' ' ^ 

PREwbuiSITE: .None. , * 

PERJOroiANCE EV^UATION: By perfonnance testing, ^e test items attached. 
.E(^IPMENT: See equipment list attached. ' 
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ASnCULATIOM RESEARCH PROJECT 
r OCCUPATIONAL TASKS AND INSTRUCTIONAL REQUIREMENTS 

i . AccotmtlQ^ Bxislaess Administration - Secretarial Science 

■Loot OR PnrtSIQN NUMBER; 1.0 T ITLE; Personal Development 

ZISK IRMBBL: 1.01 T ITLE; Use Proper Techniques for Good Body Care. 

WSltoCTIOIIAL OBJECTIVE - 1,01; tiov to Perform Gdod Body Care. 

'ISCSELSi (Prore88"l)t3e^ ^'^ ? ~ 

How To: 



1.011 - Keep physically clean. 
^1.012 - Care for nails. 
1.013 - Care for hair. 
1:014 - Select a proper diet. 
1.015 - Maintain good physical fitness. 




RELATED TECHNICAL INFORMATION: 

Know health and sanitation rul^s. 
-r Know steps for atdmlnlstering a manicure or pedicure. 

- Know steps ^or proper hair care. 

- Basic elements of a proper diet. , 

- Basic exercise. ' : 



Suggested Instructional Time: 1.0 I, 1-5 h ours 1 
Rtqtiired Performance Standards : ^ 

The learner must show evidence of being well-groomed in relationship tq physical 
cleanliness, properly kept nails, well-kept hair. The student will show knowledge 
of good eating habitis and requirements for good physical fitness. (Instructot^s 
evaluation.) 



ERIC 



' BLOCK OR DIVISION NUMBER: 1.0 T ITLg: Personal Development 

TASK NUMBER: 1.02 T ITLE; Press approp/jately and maintain neat, well-groomed ' 
. .. appearance . / ~ . , .. . ■ \ 

DfSTRUCTIONAL OBJECTIVE - 1.02: How to dress appropriately and main taltf neat, well- 
groomed appearance. ^ 

SKILLS: (Process Objectives) * 

_.Hc(H_T.a:...-:...- —-. ■■ 

» . ■ ■ ' 

1. 02 l~Have ' clean clothing. 
U022 — Select appropriate clothing. 
' 1.023~(Cafe for clothing. 

1.D24 — Use appropriate accessories. 



RELATED TECHNICAL INFORMATION: 

- Knov standards for acceptable dress. 



Suggested Instructional Timer 1.02, 1-4 h ours. 

Required Performance Standards: ^ 

The learner must demonstrate the ability to maintain a neat, well-^groome4{^appearanc 
by having clean^ appropriate, and well-kept clothing and accessories. (Ink'ttmctor'i 
evaluation.) " , 



- 1.03 - 



BLOCK OR DIVISION NUMBER: l.O T ITLE: Personal Development (Contlnoed) 

Z48K HDMBER: . 1>03 T ITLE; Display Proper Attitude Toward Work. 

MSTRDCTIONAL OBJECTIVE - 1,03: How to ptsplay Proper Attitude Toward Wprk. 



WU^S: (Process Objectives) 
^ow To: 

1.031 - Be conscientious. 

1.032 - Be pleasant. 

1.033 - Be tactful. 

1.034 ^ Be cooperative 
1;.035 - Accept constructive cri^cism. 

.036 - Fulfill job performance requirements. 
1.037 - Accept responsibility. 



J. 



RELATED TECHNICAL INFORMATION: 



Hone. 




^SUGGESTED INSTRUCTIONAL tImE-: 1.03, 



l-S" hours. 




JEQUIRED PEJUFORMANCE STANDARDS: 

ISbe learner must display a proper att/tude toward worl^. Learner mtist demonstrate the 
ability to be conscientious, pleasant , tactful and cooperative. The ability to 
accept construdtive criticism, gracefully ^ fulfill job performance r^fulrements , be 
reliable, and accept responsibility are ^Ifsp essential. 




- 1.04 - 



BLOCK OR PI VISION NUMBER: 1,0 T ITLE; Personal Development (Continued) 
TASK HUMBER; l.OA T ITLE; Practice Good Business Ethics 

■ 

INSTRUCTIONAL OBJECTIVE - 1.04; How to Practice Good Business Etfelc<t. 
SKILLS: (Pj^cess 0b;lectlve8) 
. How To: . 



I'O'^I, " Contribute to the practice of gopd business ethics. 
1.042 Maintain confidentiality. 

DELATED TECHNICAL INFORMATION: • ' • • . 



- Definition of business ethics. ^ 

- Value and need for honesty and loyalty In, busljiess. \ 
> - Need to observe legal limitations on business practices. 

' - Value of practice of good business ethics by employees. ' . 
T Hoporing pui^chase and sales conttltpcnts. ^ * 

- Fundamentals of warrantees , guarantees, copy rights and patent rights- 

- Importance of contracts, personal and otherwise. T 



SUGGESTED INSTRUCTIONAL T]^: l.OA, 1-3 h ours. 

REQUIRED PERFORMANCE STANDARDS: 

The learner can define good ;bus 
they are applied by the employee. 



The learner can define good ;busine8s ethics and loyalty, p employer and state haw 
thev are aDnlled bv fh** Pirmlnvoo '/ 



\ 



§ 



r 
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BLOCK OR Division NUMBER; 1.0 T ITLE; , Personal Development (Continued) 

TASK MUMBER; 1.051 T ITLE; Practice Telephon.e Courtesy. 

IMSTRUCTIONAL OBJECTIVE - 1.051; How to practice telephone courtesy. 

SKILLS: (Process. Objectives) ' 

* 

Vo» To : 

1.05 11 - Use proper tpne of voice. . 

1.0512 -r Handle callers of all kinds. 
^1.0513 - Be tactful. 

1.0514 - Handle incoming calls. 

1.0513 - Record messages appropriately. 

.1 

RElATED TECHNICAL INFORMATION: 

; ■ . ■ ^ ' 

- Rules of etlquett^. ^ „ 

- Steps handling incoming calls. 

• * - . 

SUGGESTED INSTRUCTIONAL TIME: 1.051, 3 -5 h ours. ' 



REQUIRED PERFORMANCE STANDARDS: 

The learner must demonstrate his ability to practice telephone courtesy to 
Instructor satisfaction. 

' ' / . , . ■ . • ... . 



ERIC 
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- 1.052 W 



BLOCK DIVISION NUHBER; 1.0 T ITLES ^ Peraonttl Development (Continued) 



i 



TASK WMBBR ^rt 1,052 T ITLE ; Display Physical Poise, 

^ISTRUCTIONAL OBJECTIVE - 1,052 How to Display Physical Poise; 
SKUiLSr (Process Objectives) 
How To: 



1.0521 - Have proper posture, 

1.0522 - Walk. \ ^ 

1.0523 - Sit, 

1.0524 - Enter or leave a room. . 

1.0525 - Enter or leave a car. 



RELATED TECHNICAL INFORMATION: 

-! Rtides for entering and leaving a car. 

- Rules for entering and* leaving a room. 

- Basic stance positions. 



SUGGESTED INSTRUCTIONAL TIME: 1.05 2 1-2 h ours. 
REQUIRED PERFORMANCE STANDARDS : 

The learner must dia pi ay physical poise to instructor satlsfactl<j|^. 



-1.053 - 



jidOCK OR DIVISION NUMBER: 1.0 J iTLE; * PerBonal Development ^Continued) 

tftSk MPMBER; 1.053 T ITLE: Meet PMbllc' Tactfu lly > '„,".'■■ ^ 

mSTRUCTIOMAL OBJECTIVE - 1.053; Hov to Meet Public Ta ctfully > , . • 



tKLlMt (Procees Objectives) 
How To: 

1.0531 - Make Introductions and to greet people. 

1.0532 T Make Intelligent conversation. 
\ 1 . Oj'SS "^"Be~ a goq^ listener . 

A 1.0534 - Handle ff^ard situations. 
\ 1.0535 - Act as host or hostess for etnployer. 
\1.05^j?6 - Be a ^'peace maker". 
^i.-05i37 - Get along with others. 

RELATED TECHNICAL INFORMATION: 



- Steps to making an intmdurrlon. 
/ SUGGESTED INSTRUCTIONAL TIME: 1.05 3y 4-6 h ours 



REQUIRED ^JE^ORMANCE STANDARDS: • 

The learner mustf demons crate hU ability to meet th6 public tactfully, be cooperative 
and get along with others during claasroom situations. ^ 



J. 



# 
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BLOCaC OR DIVISION NUMBER; 1.0 T ITLE » Tereonil Development (Contlnuad) 
TASK NUMBER: 1,06 T ITLE ! Practice Appropriate Etiquette In Ptibllc, 
INSTRUCTIONAL OBJECTIVE - 1,06; Hov To Practice Appropriate Etiquette In Publlo> 
SKILLS: (Process Objectives) ^ ' 
How To : ^ 

1.061 - Use Good Table Manners. 

1.062 - Practice Good Etiquette, 

Imp 06 3 - De te rmine ac cep ted so clal b ehay lo r In bua lnes_s_ p f flees. 



RELATED TECHNICAL pJFORMATION: 

- Need for etiquette and acceptable social behavior In business office situations < 
Know etiquette rules. t 

- Accepted Social behdvlor In liKislness ^offices. , ' 

, p • If -v • 



SUGGESTED INSTRUCTIONAL TIME: 1.06, /3-5 y h ours 



REQUIRED PERFOR^CE STANDARDS: , 



i 




The learner must habitually demonatrat^fe appropriate etiquette quialltles Ih his 
Interpersonal relationships In the 



■I^OCX OR DIVISION jnmBERi 1.0 TITLE I Pprsonal Devlopment (cont'd.) 
TA8X NUMBERt 1.07 TITLE j Dentonetrate a Pogitlve Attltuda Toward Hon^aty, 
IHBTRUCTIONAL OBOECTIVE - 1.07i To Develop a Pogitlve Attitude Toward HonaatV. 
SKXLLSt (Process Objectives) 

Hone. • >k • • 

'BELATED TECHNICAL INFORMATION: 



- Value of employee honesty to the Individual and the employer. 

- Responsibilities j3f employee to protect employer's property* 

- Impact ^of employee dishonesty upon business and Indvtstry and the cost of 
cohsumer product^s and services, * 

Current detection proc.^iires and devices used to protect funds , property, 
goods and to ensure employee production, * 
* - Penalties accruing to employee from apprehension for dishonest practices. 

- Gtolden Rule. 

SUGGESTED INSTRUCTIONAL TIME: 1,07> 1-3 h ours, 

.REQUIRED PERFOBMANCE STANDARDS: 

The learner demonstrates familiarity with honesty considerations and practices 
honeal^j^and respect |^r private amd public property in the classroom. 




; ' ^' ' : . . ^- 1.08 ' , r 

' Accounting - Business Administration Xsaoratarial Scianct 

tr:: : .: ■ . • . ■ . ] . . • ,. 

TEST ITEMS I , ^ 

■LOCK OR DIVISION NUMBERi 1.0 TITLE: Personal Develppmerit 

I4OI . The studint Willi / ; 

a) . Plan a proper day's menu for three meals including the. four basic food 
groups. 90% accuracv. 

b) Identify at l#ast 10 standard^ that determine acceptable body cleanlinest 
and physical fitness. 90% accuracy. 

• 1.021 The sfeudent v^ill dress appropriately for a day in the office according to 

acceptable standards. . 
^ \ 

1.03^ The student will list 5 proper attitudes toward work. " 

Standards? 5 correct attitudes as conmonly accepted. . • 



1.051 Given a telephone and a message to cancel someone *si important appointment, the 
student will place the call and tactfully relate the message. ^ 

Standards: Acceptable to instructor - consider how word^, courtesy tact, 
accuracy. , ' • 

> 

1.052 a)'* Given a chair, the student 'will demonstrate the proper Vay to sit an^ riee 

from the chair in fror^t of an audiertce. / 

Standard: acceptable. v , A 

* ■ . 

b) Given a simulated car, the student will demonstrate the proper way to. enter 

and depart from the vehicle. 
Standard: acceptable. 

1.053 a) The student will demonstrate how to introduce a teenag^ to an elderly person, 

and A marf a wom^n. A . 

Standard: Acceptable^according to custom, with appropriate^courtesy. 

b) The student Kvi 11 list 3 aspects of, how to be a good hostess or host. 
* Standard: 100% accuracy 



^ c) The student is working ab. a complaint desk - Given^Hp^^uation in which a 

dissatisfied customer burst Into your office and starts raking you over the. 
jfc ^ coals as if everything were your' faul^, what would youir respolise be as ^ 

\ acceptable "peace maker," relative to tact, poise, understajpfflthg,* firinness, 

and ability to correct the problem. 
. Standard: 85% accuracy* ^ !^ * 

i.06 a) The student will identify ten of the most^ common rules of modern etiquette 

^ that should be pVacticed in an office. 

Standard: 80% accuracy. - ii^". 

b) The studeKit will demonstr^k<?e five items of good table mcinners, given chair,' 
table^ place setting, nstpkins, and serving dishes out of reach. (Use of 
, silverware, napkin, elbows, asking for serving dishes, teiking. food from * 



serving dis<h, etc.) ^- 



Standard: l00% accuracv based upon modem table etiquette. 



1*07 ' Learner .vill list five reasons for employee honesty. ' 
^Standard : ' 100^ validity for ^ reasons stated . 

The 'learner will define business ethics. 
Standard: .^Approximates dictionary definition accurately 
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Jft ■ ' : ' . , EQUIPMEMT 

BLOCK bR DIVISION NUMBERj 1.0 yiTLEi . Perabnal Devalopm<nt 



. 1* MAnnsqu^ns with clothing ttiat Is appropriate and clothing that ia nob apprdpriatt* 
^ 2. [ Tap«/facorder (1) . 

3» VTianphdna teaching unit (onct far each student), 

4, »ll}n projector {^.) . 

5. " i/OVethead projector {ly, 
6» / Pilm atrip projector • ^ ^ 
7« xBquipnent storage cabinet (^|7 



( ' ARTICUUTION RESEARCH PROJECT 



,1 INSTRUCTIONAL GUIDE . 

f'.< ■ • , / ( ^ 

FI0GMM(8)V 8ECBETARIAL SCIENCE (EXECUTIVE SECRETARY - DCC T-O 30) , ACCOUNTING 
(DCC T-016), AND BUSINESS ADMINISTRATION (DCC T-018) \ 

■ . . . .. ■ / V 

OOURSSt TYPING (BASIC) (2,0) ♦ 

• . ■ ' . ... » , . _ . . ' ' • • 

COURflB DESCRIPTION: Department of Public Instruction: No, 6110^pewKltll»8 I 

Department of Community Colleges: Bus 102 and Bus ];03» 
Typewriting I and II* 

INSTRUCTIONAL HOURS :^ 180 Hours-High School; UO-165 Hours-CC/TI 

TRUCTlOfiraOBJlCTlWS ; ' ~ 
1* To operate typppKrlter correctly. 

2« To develop touch typewriting competency. ^jfe 

3« To develop proper typing techniques 'applied In tabulation ,^Hhu8crlpt8, 

correspondence y business 'forms , stencils, and duplicator masters. ^ 
4. To develop typewriting speed and accuracy sufficient to meet minimum Civil 

Service standards for lowest level office clerical job xequlretiients . 

Minimum acceptable - 40 wpm, 5 minutes, 5, errors 

JOB QUALIFICATIONS : ' 

Those stndents who have successfully completed this 'course can perform basic 
typing t»8k8 adequate for lowest level clerical dutle^. It Is a foimdatlon course. 



PREREQUISITES: 
None. 



J 



PERFORMANCE EVALUATIONS: By performance testing, based upon occupational s^andairds.' 

(Typographical errors when circled by learner count a3 
\i corrected. Accuracy requirements are based tipon^ job pipr- 

fchrmance standards: 100 Z ^erforqiance) (See test Items.) 

EQUIPMB^: See eqtiip«ent lis t . " 

^*Note: Some institutions do not require^ a typi^ng speed of 40 wpm until completion of 
^BUS 104 in Basic Typewriting Block with 165 total instructional hours. ^ 



ARTICULATION RESEARCH FROJlSCT 
OCCUPATIONAL TASKS. AND INSTRUCTIONAL REQUIREHENT8 

Accounting - Sacret«r\«l Sdanc* - Business Adalnlstrstlon 

VLOdc'OR DIVISION NUMBER; 2.0' T ITLE: Typewrltlns (Basic) 
TAgK WUMBIR; 2.01 T ITLE; OpsgAte Typswrlf r 



XNtlBDCTIONAL OBJECTIVE - 2.01; How t<y ops rats typsvglfr. 
SKILLS: (Procsss Objectives) 

i 

Ho w Yo; _ _ ^ ' 



2«011 ^ Us)a typewriters safely. ' 
2.612 - Have good typing posture. ^ 

2.013 - Identify operative parts of machine. 

2.014 - Type letter keys and set margins. 

2.015 - Type figures and synibol keys. - . 

2.016 Have good typing techniques. 

2.017 Care for and clean typewriter. 

2.018 - Correct errors using various methods. 

RELATED JECHNICAL INP^MATION: . / ^ V 

•^ Safety rules for typewriters. . 

* Typewriter parts Identification^ see manufacturer's Instructions manual. 

Rules for good typing posture. ^ 
- Operator care of typewriter. ^ r. 

■ ■ • *■ ; ' ■ ■ . 

>■•.>■ ' "'•..* 

SUGCafeTED INSTRUCTIONAL TIME: ^ 2<01. 55-60 h ours. 

REQUIRED PEKEORMANCE STANDARDS: . 7 

2.011 - Instructor's observation based upon manxifacturer's Instructions manual. 
. 2.012 - same as 2.011. 
. . 2.013 - Test - 90% accuracy. • 
2.014'- Keyboard outline test.- 95% accuracy. 
24015 - Same as 2.014. ' 

2.016 - Instructor's observations based upon manufacturer 'fit instructions manual 

2.017 - SaiBB as 2.016. ' 



BLQGX OR DIVISION NUMBER; 2.0' T ITLEt Typewriting (Basic) 



(Contlnutd) 



' TASK NUMBER; 2.02 T ITLEt Prepare file labela. 



INSTRUCTIONAL OBJECTIVE - 2.02; How to type file labela. 



SKILLS I (Procasa Objectlvea) 
How To; 

2.021 - Type various styles of labels. .i 

2.022 - Insert Into machine the most ef flclent w^y . 

2.023 - Choose vertical, placemeitt of label Information. 

2.024- -^-Choose- hOrizoatal placement o| Informatloti on label. — - 

« ■ ' 

RELATED TECHNICAL INFORMATION: 

- Styles of labels* 
SUGGESTED INSTRUCTIONAL TIME: 2.02, ^ 1^2 h ours. (Introductory only.) 



REQUIRED PERFORMANCE STANDARDS: 



Instructor observation and 100% performance on problems. 



- 2,03 - 

BLOCK OR DIVISION NUMBER: 2.0 T ITLE: Typavrltlng (Bailc) (Contlnu«d) 

« 

tM HUMBKRi 2.03 T ITLE; Prepare Po«fl C«rd«> .. 

IM8TRUCTI0NAL OBJECTIVE - 2.03: How to type poetal carde. ^ 

SKILLS! (Process pbjectlves) 

Hov Tot . w 

2.031 - Determine else of card. 

2.032 Count number of vertical lines on card. ' 
2^033 - Count number of horizontal spaces on card. 

_^ j2.034- « Decide cBirter of card; i 

7.035 - Adjust, machine for message side of card. 

2.036 - Determine address placement and return address' on card. 

2.037 - Use alp code directory. 

RELATED TECH^^ICAL INFORMATION: 

- Description of forms. 
-Steps for setting margins. 

SUGGfiSTED INSTRUCTIONAL TIME: 2.03, / 1-2 h ours . (Introductory, only .) 

^QUIRED PERFORMAMCE STAHDARDS: ' 
loot pdrfamiance on i5rablems.' , 



r 



« 
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BUXat OR PIVI810N NUMBER;_2^TITLEt Typtwrltln. (B«lc^ ( rnnMn...A^. 

t48K NUHBBRj_2^4 TITLE; Pfpare Copy Prr.« S tmpl« RouaK Drtft Mattrlal With ■ 

ProoffadT'a Marka v I 

IM8TRUCTI0MAL OBJECTIVE - 2lS4» Hov <^6 PrapTi^rCopv Fro^ filmpU Rough Draft 

Mata rial With Proof raadar'a MarU. " 



8riI4.8: (Procasa Objectlvoa) 
How To: 

2a041 - Improve Techniques. 

2.042 - Type from a rough draft copy. 

2.043 - Improve grammar and punctuation ekllls. 

2.044 - Interpret pr<>of reader's marks. 



RELATED TECHNICAL INFORMATION: 

- Proofreader's marks. 

- Letter placement. 

- Word-division rules. . . • 
-•Grammar guides* < 

- Letter format. 

SUGGESTED INSTRUCTIONAL TIME: 2.04," 10 hours. 

t » 

REQUIRED PERFORMANCE STANDARDS: 

Produces mailable copy in acceptable time. 



I 
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BLOCK 0* DIVISION NUMBlRt 2,0 T ITLB; tvDtvrltlng (Bmslc) CContlnuid) 



lASK.IIUHfctei 2,03 /T ITLE t Vrmimvm EnvlopM and Ub»li for HalXlni. y 

ZHtrKUenCf AL objective ~ / (I'm IIi^ii Id I' I ^hjttrtt ■ nd Lab^l* tor MalUn^t- 
SKILLS; (Process Objsctlvss) 

• bLw To: 

2>031 - Do ttrm lne enyelqp«_s 1 ze - both Isrg s and sml l. 




2»052 -r'Dotormlne nunbdb of horttont«l spscss on snv«lopo« 

^ 2.053 - Dotatmins pumbA of vartl£al Unas on ahv*iop*. \ 

/ 2.054 ^ Da tannine corraat placamant f or ^addraaaaa (rat urn and anvalqpa). 

2.055 - Use proper spacing 'In address. 

2.056 - Place special nQtatlons* (special dalivery« alnBall> et;^«). 

2.057 - Align type on labels. / 

2.058 - Use chain feeding labels. ^ > ^ 

RELATED TECHNICAL INFORMATION: 

- Use of zip code directory. . 
Description of forms. 

- Steps for setting margins. 
Types and 'purpose of standard envelopes. 

* 

SUGGESTED INSTRUCTIONAL TIME: 2,04, 10-15 h ours. 
REQUIRED PERFORMANCE STANDARDS : ' ^ 
lOOZ performance on problems. 




- 2.06 - 



BLOOC 01 DIVISION NUMBBRt 2.0 T ITLK't Typ«wyltlnt (B— Ic) (ConMn\i>d> 
TASK MUMBlRi 2\06 T ITLK» Pr«PT< M>i»or«ndvi. 

IM8TRUCTI0HAL ObIjeCTIVB - . ^Hw to PfPTt ttoaorndua^ 



SKILLS: 

Hov To I 



,2.061 - S«t up memo on plain papar ualng corract marglna and placaa«nt. 
2.062 - Adjuat machine ^o aec up and typa tfeaaaga on of flea mai^oa yaing 

prated f o rna . ■ , 
2.063'- Align type with printed .headlnga on forma. 



RELATED X^CHNICAli ifllbRMATION : 

- Memoranciuin f ormata . 

- Typewriter parts Identification, 

SUpGESTED INSTRUCTIONAL TIME: 2.06. 15-20 h pura, 



BEQUIRED PERFORMANCE STANDARDS'. - 

Produces mailable copy i.n acceptable .time. 




ERIC 
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K.OCK OH DIVISION NUMBBRt 2.0 T ITLB: Typwrltini (B— Ic) (Continmd) 

TASK miKBER} 2.07 TITLK; I'rcparw Uttarw (Bimlnanj and >T>on>l) . ; 

mmUCTIONAL OBJECTIVE - 2.07> Hov to Pr»p>r» Utfrt (Bu«ln«H wd Ptrton«l) « 
fKILLSt (Procana Ob)«ctlv(iH) 

How To I \ 

2.071 - D«t«niiin(^ th^ diffllr«nc« btttWMn budlnMt and pcrtonal Ittttri/ 

2.072 - NaiM tho parts of a letter. 

2.073 - Judge the Xei\gth of the letter. 

2.074 - Set correct merl^nal adjustments for long and i^hort letters*. 
2j075 - Type different better styifiS^ 

2m76 - llHfi diffarent iQtm of punctuHtion* — 

2.077 «- Use correct spacing between different letter parts, 

2.078 - Fold and Insert letter for small» large, and window envelopes, ^ 

2.079 - Place special nottttlona,) 

2.0710 - Set up letter on regula/ size paper» ofi-slse paper» plain paper end ^ 

letterhead paper. ^ • . ' 

2.0711 - Prepare a multi-page lettet with enumerated Items , tabulated repoilts, etc. 



RELAiteD TECHNICAL INFORMATION: ! ; . ' * 

*-^^Eu8lneps letter fofmata, ' , 

- Personal letter formiatB. ^ ' - 

- Punctuation and^ grammar rules. 

- Standard abbreviations. * 

Types and purpose of more common typing paper varieties , (typewriter bond, 
2nd sheets I executive bond, etc), 

- Typewriter parts identification. 

SUGGESTED INSTRUCTIONAL TIME: 2,07, 33 h ours, 
REQUIRED PERFORMANCE STANDARDS: ^ 
Produces mailable copy, in acceptable time^ 
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^ BLOCK OR DIVISION NUMBER • 2\0 T ITLE; - Typewriting (Basic) (Continued) * > ^ V-^^ 



' (':■ TASK NUMBER ; 2,08 i ;ii^E ; "doroo^ng at Tytyevrtterv 



^ " ii-lri^lNsilfljCTlb^ OBJECTIVE - 2 .08: How to Compose Simple topy at Typewriter. 
I SKILLS J . (Process ' 5b jfectives) * . ' ^ , ^ " " 

Hpw' To: . 



SUGGESTED INSTRUCTIONAL • TIME : 2.08. 5-10 h ours. 
REQUIRED PERFORMANCE STANDARDS: ' . 

* Produces *'a mailable copy in acceptable time. 



■ ERJC 
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^ \2. 0 81 - Apj^y -language arts skills. , ' . , * / 

^ • 2.082 - Express organized thoughts' and Ide^s.- ! ' || 

■ V- REIJITED TECHNIC A INFORMATION; . . ' . - ' ^ . 

; , r^-' * ..' , 'v ' ■•• " ■ ■ :■- - 

. - Capitalization guides. ^' ^y'^ 

^ Punctuation guides. ^ .. 

- Granpaf CuidesV ' ^ 

^ ~ Wordrdivi^l.ori rules .N. - * 

- Letter placement. * ■ ^ . 

- Le*tter formats. ' * • 



. gL OCg O R Jtttyi&reN lpMBER:_2iO^Tlflii_I^JC^^ 



J^liSK"inMaZR; 2 . 09 T ITLE ; Make: Carb on Copies . 



CTIONAL OBJECTiyfi - 2 ,09, : . ! v. How 1^ iCArbon Copies^ 



SKULS: (Process Objectives) 



2.091 - Determine type of paper for c'arbbn coplest. 

2^,092 - Place carbon betveen sheets of paper. 
' 2*093 - Insert into machine. 

2.094 - Correct errdrs. 
,., 2.095 - Remove carbon from^ between copies. 




.REIAtED TECHNICAL INFORMAT 

■ '. ■ . 

; - Carbon paper types and characteristics. - 

- Multiple copy paper types and characteristics. 

SUGGESTED INSTRUCTIONAL TIME : 2 .09 . '5 h ou^rs . 

REQUIRED PERFORMANCE STANDARDS : 

Produces a mailable 'copy in '3c cep table time.' 



ERIC 
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- 2,10 - 



BLOCK OR DIVISION NUMBER; 2.0 T ITLE; Typewriting (Basic) (Continued) 



TASK MOMBER: 2.10 T ITLE; Perform Slflrple Tabulation. 



INSTRUCTIONAL OB^gCTIVE - 2.10; Hoiw to Perform Simple Tabulation. 



^KILLS; (Process Objectives) 



How To: " 



2.101 - How to operate tab keys. 

2.102 -How to plan horizontal placement. 

2.103 - How to plan vertical placement. 

RELAI1& TECHNICAL INFOI^ION; 

- Purpose of Tabulation. 

- Tabulation Formats. 

SUGGESTED INSTRUCTIONAL TIME: 2.10. 20-25 h ours. 



REQUIRED PERFORMANdt STANDARDS; 

Produces mailable cgpy based upon Instructor eye Judgment. 




ERIC 



V 70 



f 

■ \ 



- 2.11 - 




6B. DIVISION NUKBER ; 2.0 T ITLE t Typewrit ligie (Baalc) , '(ConttlnTjei^) 
■Tlite ITOKiEH,: 2 . 1 1 rT TTLE ; P^pare ' Otttl Ines . 




m^niDCXIOKAL OBJECTIVE - 2. U; flowygoPcepare Outlines . f ■■V /. 

■ vSXILLS: (Process .Ob jectlves^ 

• How To: • ■ ■ ■ _ . • ' v.- 

2, 111 - Position on* paper (vertically). 
' ■ 2, 112 - Determine margins and..tabtilation6 . ^ . . ' 

.2«113 - Determine spacing between items. ' . > 

2i 114 - Align numbers , ' ^ * 

RELATED TECHNICAL INFORMATION: ^ ' ' 



- Outliri^^rmats . 

- Typewriter 'parts identification. 

\ SUGGESTED INSTRUCTIONAL TIME: 2.11- ; 2-3/^ h ours. 

REQUIRED PERFORMANCE STANDARPS: , / i : ; 

Produces mailable copy based upon instructor eve judg;ment,( in acceptable time. 




ERIC 
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BLOQC. OR DIVISION NUtffiER; 2.0 ' T ITLE; Typewriting (Basic) : (Continued) 
TASK NUMBER ; 2 .12 \ T ITLE Pjrepare Manuscillpts/ .' . ' " ' ♦ ' 

INSTRUCTIONAL OBJECKVE - 2.13: .j How to Prepare Manuscripts. <• ' • ■ ■ ^ 



SKILLS: 4 (Process^^Objectlves) > ^ 

■ • * ^ ■ ■ ! 

How To ; \ ^ r ■ \ 

■,' \ ' ■'"■'*'''/ '' ' . ■ ' ■' 

2.121 - ?et up margins, ' ^ 

J 2.3.22 - Plan and type fpotnotes. 

- 2^123 - Type sidrt^adlngs. 

\, 2 •124 - Plan and tfpe coiter pa^ . ^ 

, 2 .125 - Plan and 'typ®' bibliography . 

RELATED TECHNICAL INFOR^TION: \ 



- Standard manuscript formats. ' ' 

SUiGGESTED iNSTRUCTIONAL TIME : 2 . 12 " 15 h ours . 

REQUIRED PERFORMANCE STANDARDS: 

^Produces mmttable copy in acceptable time. ■ 



1 • 
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2.13 - 
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r.y -0 ■■■■ , 

■ »i ILOaC <tt DIVISION MBMBER; - 2.0 n iLE r Typeyrltlng (Basic) (Continued) 
;]8ASK. |R9ffife r 2^3' n Prepare Fill- In Forms. • 



IHSTRXTIONAL OEJECTIVE - 2,13; Hw to Prepare Flll-In Forms. 
SKII4^/ (Process Objectives) 



How To: 



2.131 Type on lined forms. - 

2.132 - Position machine to type on lined forma. 

2 •133 - Use variable line spacer and paper release l,ever. ;# 
REIATED technical; INFOR|IATlON:' - 



. SVGGE§TED INSl^RUCTIONAIi TIM£: "2, l3,^_4-6. hours. 

■ • ■ , ' ... .... t ' . • ■ . ♦» 

♦RE^QUIRED PERFORMANCE STANDAItDS: ' * * 

■-".^ '■ ' ^ ^ ■ ■ ' ' .:■ ■ ' ■ 

Produces a mailable copy based upon instructor eye judgment in acceptable time. 
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BLOCK OR DIVISION NUMBER: 2.0 T ITLE: Typewriting (Basic) (Continued) 

TASK NUMBglt: 2. U "T ITLE: Prepare Charts^ Tables and o£her Tabiilated B^^^orts * 

INSXRUCtlONAL OBJECTIVE - 2^.14 : How to Prepare Charts, Tables and Other Tabulated 
, Reports* 

SKILLS: (trocess Objectives)? 

tidw To: ^' 

2.141 Plan columns and set up tab stops. , ^^^tea«» '''k 

2.142 - Determine attractive placement. ' ' ? • r \ 

^ • ' ■ ■ ■ . . . . . •■ • ..^ . 

RELATED TECHlilCAL tNFOitolON: 

•1- Common typ^ of gtaphs.-^ ^ ^ 

SUGGESTED INSTRUCTIONAL TIME: 2.14, 5 h ours. 

' REQUIRED PERFORMANCE STANDARDS : / . , 

'^Produces a mailable copy basedl upon Inst ru/tor eye judgment in acceptable tine. 




■LOCK OR DIVISION NUMBER; 2.0 T ITLE; ' , Typewriting (Basic) (Contlhuej) 
-ite^tiaffiER^ 2.15 T ITLE r Pyepare Simple ARenda. : ' 



■WMROCTIONAL OBJECTIVE; - 2.15; How to Prepare Simple Agenda. 
•SfetiLISr (Prqcess Objectives) 

How To; - 



2*I>1 - S^t margins and tab stops. 
.2.152 ^ Center headings. 



BELATED TECHNICAL INFOBMATION ; 

- Agenda formats. ^ , 

SUGGESTED INSTRUCTIONAL TIME : 2 . 15 . "3 -h ours . ^ 



'1 



REQUIRED PERFORMANCE STANDARDS: ' 

Produces a mailable copy based upon instructor eye judgment. In acceptable tlj&e. 



BLOCPC OR DIVISION NUMBER; 2.6 T ITLE ; Typewriting (Basic) (Continued) 

TASK NUMBER; 2.16 T ITLE :. Prepare Stencils and Duplicator Masters. 

mSTRDCTIOHAL OBJECtlVE - 2.16; How to Prepare Stencils and Duplicator Masters. 

• \. - •, ' . ' " ' ' ■ ' 

SKILLS: (Process Objectives) 

How To; , . ' 

'* ■■ ^ " ' "". '■ "■ ■■ • ■ . ■ • 

2VI6I;- set the ribbon. 
'2.162 >• Prepare stencil or master, 
i 2.163 - clean keys. * 

2.164 -''Make corrections. , 

RELATED TECHNICAL INFORMATION^ \ ■ 

Types a^d characteristics of duplicator liaaters and stencils.. \ 

- Handling cautions. " * ^ / 

- Storage reqiaitciStteitts and shelf life of various reproduction masters ana paper 

SUGGESTED INmUCTIONAL TIME: 2 . 16 5 h ours^. (This is intende<i^ the 

^ basic or. introductory phase only for this task.) 

'REQUIRED PERFORMANCE STANDARDS: ^ ^ ' 



Written TSfiKt - 95% accuracy. 
, lOOZ pefforiDance on simple problems. 



BLOCK Oil DIVISION MUMBER: 2,0 T ITLE : Typevrltlng XBasic) 



2.01 Given a typewriter, paper, and t0-vord paragraph* composed lettei 

figures, and symbols, «type one readable copy using good typing post wre 
and techniques » ' 
Standard: (fee copy wltli no more than S^errors. 



2*02 * Given a roll of gummed labels, typewriter, eraser and list of ten niames, 
prepare labels for the tenVaSSs. . i 

Standa'td: 100% accuracy. . "l . 

2<;A^ Frepaire a pos'tal card, given^a typeijriter , a. postal card, an eras^, the 
ir jflddresses (both return and. reiceiyex;\4ddres8) ittessage to be type4^ 

with, correct placemjeht . > ' - ^ 

^ ' ; Standard: Mailable copy. ^ - ^ ^ ' ^ -j'^* • 



2. OA' 



Given a s±|g^le 200 word rough draft page o^f copy with proof rea4^r's maris, 
^ typewriters^' and necessary material, prepare a final draft. : 
Standard: Mailable copy in 25 minutes. - ' " v 

y , ■ . • , '■■ '^'1%^ \ • l 

2,05 StudeQt will demoAstrade hi^^abllity to correctly ad*dress 10 /envelopes and 
lb labels, given the ^pewriterf^ eraser, envelopes , ancL^gi^ited -labels and 
addresses of sender and receiver. , 

Standards 95% neatness and 100% accuracy In 20^nutes. 

, J, 

•2.06 Given a 200-word printed memo form, typewriter^ eras^lX ^nd message, name 
and department of sender and receiver, prepare aQ interoffice memo.. 
Standard: Prepared in 15 minutes -^SL^^^^^v^tness, produces mailable copy. - 

2.07 Set up and type in an- acceptable letter style, a proi)erly positioned 200 v 
word b^iness letter, given a typewriter, an eraser, letterhead paper, and 
information for an acknowledgement letter (receipt of oVder) ^ 
St'afidard: 95% neatness in 20 minutes; produces mailable fopy. 

2.08 Giydn basic information for a simple, business letter and necessary equipment, 
compose an approf)riate lettet* of Approximately 150 words. , 
Standard: Mailable cot)y in 30 "tnii^ute 

2.09 Prepare a better with 'a carbon dopy given^ the ^pewritet^ letter , carbon 
P paper,* ohioriskiri paper., copy paper, letterhead, eraser, and e^rasing, shield. 

Standard: 100% accuracy and 90% neatness xn 40 miinutes, taailable copy. 

2.10 \ piven, a typewriter, paper , eraser, dnd a page of • tabulated information, pre-* 
^ pare a copy of the information.,!^ tabulated form.v 

Standard: 90% accuracy and, mai^ble. copy' in one ^hou^ - - . • - . \ / 

2^11. ;^ j|h^fGiven a t^ paper , eraser, rough , copy of •an^Utline , prepare.^ 

^ •properly positioned copy of an oj^tllne. y * y 

/ 'Standard: 100% accuracy and mailable, copy in, 30 minutes 

24^12 . Giv^^. typewri^r, required m^J^ial, a pa§e of rougn draft*, manuscript with 
^ prooj^reader 's marks, prepare in final' form.* 

EHJjC • Standard: Mailable cop^c in 40 minutes. x 

""^A* : - .■■ . ■ 77. . ' ' ■ ■■. 



6lyen a typewriter, eraser, a printed supply requisition form, 'and infor- 
mation on supplies desired, prepare an acceptable supply requisition. 
Standard: lOOZ accuiracy and 90Z neatnes^ In 30 minutes. 

Given a typewriter, pl^per, eraser, information for technical teport In-^ 
eluding tabulated report, prepare an acceptable copy of tabulated table. 
Standard: 90Z accuracy and iieatness' in one hour. 

Given a list of agenda items, typewriter,, master unit, qorrectioti t^ladesy 
.prepare an acceptable copy of aa agenda* * , 

Standard: l6o%" accuracy , master unit prints clear, readable copy. 

Given a rough copy of an itinerary, stencil, buinlsher ,ycorrection fldidt 
typewriter, the student will prepare one acceptable 'stencil. . ( 
Standard: lOOZ accuracy In one hour^ stencil .j>rints cl%ar. readable eopy 



BLOCK OR DIVISION: 



{ 



- 2.19 



- Y EQUIPMENT LIST 



2.6 TITLE! Typing (Beglrming) 



5.C TITLE; Typing (Advanced) 



3^- 



1. Typewriters (one per studerft) (75% manual & 25% electric) 

2. Overhead projector (1) 



3. , Record player (1) 



. 4- Demonstration stand (1) ^ 

5. Automatic typewriter <1) [Advanced Only] 

6. Interval timer and stopwatch (1) 



Id 
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) , 'ARTICULATION RESEARCH PROJECT 
•. INSTRUCTIONAL GUIDE 



y 



PROGRAM(S): SECRETARIAL SCIENCE (EXECUTIVE SECRETARY - DCC T-036) , AGCOtftrTIlK} 
(t)CC T-016) , AND BUSINESS ADMINISTRATION jDCq T-018) 

CODBSEi Records Management (Block 2.5), » i^* 

COURSE DESCRIPTION: Department of Publi^/ Instruction: • Inclu4ed ^n 64ID and SOI 

Department, of Community College: Bus Jtl2^ Records Management 

' • ■ ^' , . ■ 

INSTRUCTIONAL HOURS: High- Schools - J5 to ^5. Hours; CC/T; - SVltours. 

INSTRUCTIONAL OBJECTIVES: . . - . \ 

. ■ •»*«.t. » 

• ■ 'T - . <.'■.■ .... 

1. To provide lelrner^wlth broad background training j|p 'basic filing^principles 
atfd records inanag4inent systems. . , ' ' - 

2. " To" file, accurately, quickly, and systematically.' ,' , , 

'• ■ ' ■ ■'- ■ . . ' . ■■ , V ■ ' ■ ' 



QUALIFICATIONS: . 

Thos^ students wh6 have- successfully cpmplet^d. this course and ,are« <;erti£ied^ as 
occupationdlly qualified, can perform basic records management tasks as a file clerk. 
Job qii^ilif icatft)n to be^^ determined l^y periTormahce' testiilg at end ^of course 
' olr program. 

PREREQaiSITES: ' Basic Typing (Bldck.2.0) 

I'SffCSiMANGE EVALUATION^ By performance testing (see." attached test items) . Xeamer ' 

^Jis expected to meet initial enlry level occupational per- 
' formance standards- • . ^ » . 



,^EQJJIPMfcinr: See %juipment List. " . , ^Ifl^' 



Note: ' -Cur rentt'dl^ Seryice and D.O.T. job- descyiptions fer '"business office clefl-cal, 
' .stenographic and secretarial" jobs eatablial} a requiretaent for reconds managemexjit 
(filing) job skill qualification. ' - . ' ( • 



ERIC 
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V . ARTICOLATION RESEARCH PIKXXECT 

" OCCUPATIONAL TASKS AND INSTRUCTIONAL REpUIREMEBITS • 

■ ' ■ '-^ ■ • \ ' - .' , ■ ■ . 

Accoontiag - Business Administration r Secretzurlal Science 

; ■ ^ ... ■ ^ • ■ • ■ . 

nRSC OR DIVISION MUMSER: 2,5 TITLE: Records Management . " 

TASK NUMBER: 2,5l ^ TITLE: Prepare Folders ana/Ot her Filing Material for Uaer ^ 
IHSTRUCTlONMi O^CTIVE - 2.51: How to Prepare Folders and Other Filing Material for Use* 
SKILLS! (Proce&5 Objectives) ^ 
2. Sli'' - How-to type labels* r ^ 

2.512 - How to usa different types of folders. * 

2.513 How to prepare tabs. 

2.514 - ^ttow t-o prepare captions. , 



V 



PELATfeD TECHJ9ICAL*'INF6rMATI0N : 

r Types of folders. * ^ . , ' ^ ^ ' 

' Tjrpes T>f " ^ ' ' ^ 

. * • * ■ , , . ■ . ' ^ , ' ' , ... 

' r^' - '-] ■■ .. ' ^ . . ' ■ ■ 

:^ ;BEQUIREb INSTRUCTIONAL 2 . 51, 1 hours. 

I'- ■ •.• ■ 'v .■ -, - . ■ 

\ IDOAI^' GENERAL ^INFOi^ 
••-^ . As* the resialt of <i nation wide st^dv, it was determined that the average secretary 

-^spends more 'of the working day typing, communicating & filing than any other tasks. 

VOCAtftWAL GUIDANCKf 

-.• - . 

" .> ' The indit^idual whp has occupational comp'etency in records manaj^ement, and can also 
\ perform basic typing tasks, is job qualified as a file clerk. ' ■ \ \ 

REQUIRED PERFORMANCE STANOAR^r^-: • , 

- bemoBstrates- abiiitv to identify ,and -use different types of file folders, labeli^, 
and' taibs correctly and to prepare captions with 100% accuracy. 



^ z: t 



ERIC •■. _ • ■ : ; - ^ .. ■ . ■> . . . .■ ■ 
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BLOCK DR DIVISION. NUMBER! 2,5 TITLIif: Records Managenimt ' ^ 

TASK N^MBBRt 2^.52 TITLE: ' Sort and Classify Material. ' _ 

' INSTRUCTJpNAL OBJfiCTIVE - 2.52 : How to Sort and Classify MateHal. . . , • " , 

i!C[XI[LLS: m^bess Objectives) / 

• \. 2.^21 - How to classify records Ihanagemen^ topics of material. ^ . 
2*522 - How to*sort material *into^alpheQJetic groups. ^ . - . . ' 

•. : destruction of such material' when required. 

... . ; ■ . • ■ ■ : ■ •■■ •■ " , •■■ . - ' 

RELATED. TECHNICAL INFORMATION: ; - ; . . 

- Know, records management rules. ^ ^ ^ 

' -V Definition ot classified or sensitive, material. ;>^' 
. - Relies and laws pertaininq to right pf privacy 'and the release or handling- of 
classjfcfied, sensitive, oi: personal information. ^ ^ 

' : ' m ■ ■ ' . . • ' * ' ' ' . ' 

SUGGESTEk^^NSraUCTIONAI- ^ 2. 52./ 20-30- hours, j \ . 

, REKJUIi^ PWORMii>>«|^ r /-. 

<^ Demonstrates worHi'ng /knowledqe o£ filing rules and "the ability appj.y same in 
. classifyiiip and sorting items to be fiied, to include handling of classified 
; material,"' according to either filing rule, with ?0% accuracy.. \ 



- 2.53 - 



(If 



■lock OR DIVISION NUMBERt 2.S TITLE; Records Management 
, tA«K NyMBERt 2. $3 TITLE: Use Records Management Equipment . 
.INOTROCtlONAL bBJECTIVE - 2,53 1 How to Use Recordfl Martageroent Eaulpm 
SKILLS: ^(Process Ol^jecti^qs) ' ' ^ ' ^ / .> ^ i 




2,53^:^ - How to use different types' of records management equipment? 

2.532 -How ±0 identafv advantages and disadvantages of each ^type pf records 

^ . _^ " *" mana®pment equlpmiant : ' ' r~ _ - 

^ ' 21^33 - how t6 (ihoo^e types for different purposes. 



RELATED TECHNICAL INFORMATION: 



• Knq^ the'^ different types of equipment/ 



SUGGESTED INSTRUCTIONAL TIME: 
REQUIRED. PERFORMANCE STANDARDS ; 



hours . r 




-.Demonstrates 'ability to identify and properly use different types of.. filing > 
'equipment. 
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,BK^PCK OR, DIVISIOM MUMWiR! 2.S TITLE; Records Management (Continued) 
TASK NimBERi / 2.54 tiTLEi Requlaitlon Office SuQplleft. . 

vfWl^OCTfO!^^ - 2.54: How^to Requisition Office Supplies. 

SKILLS t .' (Brooass Objectives r / ^ 

.... : • ■ i . -. ■ ^ 

. 2t541 - How to set up requisition methods^ . - 

2*542 -*Hey to follow requisition methods, 

/• . ^ • * ' - ■ ■ ■ ■ " . 



JRELATBD TECHNICAL INFORMATION: 
- Know ^requisition metrhodSi. 



SUGGESTED INSTRUCTIONAJi TIME : 2 . 54 , 2 hours . 

REQUIRED PERFORtlAMCE STANDARDS: 



Demondtrates ability to identify N:;gcmired i^.ecords lAanagement supplies and to use * 
• Supply .catalogs tp/ fill out supply ^^^^ with 100% accuracy. 

^ Demonstrates ^iLlty to use standard office supply requ:jj|&ition forms to requisition ; 
filing supoHes, ^th 100% accuracy. 



• ■ * 




lurac 
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.. •VJCK OR DIVISION NUMBERi 2.5 ' TITtE i . Records Manatletnfln^ (Continued) 
'" . llOiteglti 2. 55 TITLE I /^.ChArqe Out i-^iles.' .■ , 

. .IMaTRUCTIOWAL OBJECTIVE ■■• 2.»5i How to Charge Out Files. 



•XXUiS I ; (Process Objectives) 

— 24 ^51- — ir o w 4 :o^ TOt up chapg e ^ - .^.^ — 

2sS52 How to use charge-out systems. 
2e5'53 - How- to kedp qur rent records of pharge^-outSe 
' 2*5 54^ ttoy to follow up , charge-buts^ ^ ' 



■4: 



lOSIATBD teCHNICAL. INFORMATION: 

-Chargerout systems. , . 

- {"ollowTup isystems. • 
.Classified and sensitive items (pharge-out systems. 



SUGGESTED INSTRUCTIONAL TIME : 2.55, 2-5 hou^s . 
WBfiUlRED PERFORMANCE ' STANDARDS r 



- Demonstrates ability to setup arid apply records management charge-out syst(fems, 
. { maintain records, of d>arge-outs, to Include classified material or. sensitive items , 
aftd to follow-up charge-out files with lOOS! accuracy; 



BXOCK bR D^^SION NUMBERi 2.5 TITLE t ff^corda Manaftemtnt (contJ.d4^ - ; 

. TASK MDMBRRi 2*56 TITLE i . Tranafer Inactive Records. ^ ) '■^■p 

: . iNOTROtTIONAL OBJECTIVE -.2.5$t How to Transfer tnag|lve Recoyds.^" v . 

SKILLS : (Psocess Ob:^ectlves) , * i V 

"T-~ — 2^.5*1 F-How ta"Bet up tran&fer andt tet^ntlcmnpollcleay ^ 7- "" "7'""'"~ . ■ ■ " 

* ; ' 2 •562 - How /to transfer inact^.ve materials. 
> • 2*563 - Howl to store^i 
» 1:.564 - How ^to identify vital records. 

2.565 - How to store vital rfecords. V 
' ^ 2.566 - How to identify material* .to be discarded instead of transferred to v 

' ■ inactive files, 



RELATED TECHNICAL INFORMATION: . 
i 

* Know tremsfer emd retention policies. 
- Know legal requiremeijits for retention. 



i : 



SUGGESTED INSTRUGTIONAI? time/ 2.5 6, . 2-5 hours, . . 

REQUIRED PERFORMANCE STANDARDS: ^ 

- Demonstrates ability to apply a file transfer and retention policy; 

- bemonstrates ability to store in-active and vital records based upon established 
Dolicies and procedures. 

- Demonstrates knowledge of stcindard procedures for identification x)f filed" material 
to be retained .or discarded; with 90% accuracy. 

- Demonstrates knowledge of special handling requirements for the destruction of 
classifie||jH^terial, |^ 



4 > 



- 2.57 - 

\ • ■ 



Recounting, Business Administratipn, Secretarial ^ciance 

TESTING AND STANOARDS ./ . 



BLOCK OR DIVISION NUMBER t 2.5 TITLE »' Racords Management; 



2.53 



2.54 
2. 55 



2.5*' 



J)mmonBtxnte how *to prepare 5 file folders, given the capti6n« tb be used, the ^ 
file fOldprBr labels and a typewriter, ,i 
^l^uirementt 10rtD% accuracy * . W - ^ir ; 

Claaeify and alphabetically; sort items acco ri|||pg * to one set (Set One or Sat Two) 

of acceptable rules of records iMnageinente . 
Re4{uireinentt 95% accutacy 

Given 15 varied items to be filed, tell what type pr filing equiRment Would be 
most suitablie for each item and why. ' ' ' . M 

Requirement: 85% accuracv 

•Civen a box of previously filed material and a charge-out and follow-up shei 
request any three items, charq^ them c^it, have two'items retumedyi and reque^a 
foll6w-up of item three. |^ 
Tlequirements 10p% accuracy 

Given 10 papers predated and profiled, decide what papers should be traisferred 
to inactive 'fcLles or disposed of now. Assume that this firm keeps all filed 
material actSre for two years and all vital records active Indefinitely. 
Requirement I 90% Accuracy' 



I 



• ■ 
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- 2.58 - 



1 



1; Fll«. box (one for each student) . 
2. \Ov«irhaad projector. 



I 

f 



V 



BXXX:k OR DIVISION NUMBER: 2'. 5 TmBt Recotda ManaRemant . ? 



(0'' 



i , 



...>^ 



ERIC 



88 



»"«iiA ^ w-I ARTICULATION RESEUsH PROJBP^ Vv. V 

• ^ ^ ; ( (> INSTRUCT 



INSTRUCTIONAL GUEDE 




SCIENCE (EXECUTIVE SSORETARY - DOC T-030} AACCOUNTINO 
. (ifcC Tr6l6), AND BUSlSfiSS AEMINISTRATIOM (DOC T-Old) 

: ''^im^f BUSINESS MACHINES. (CALCULATING) (Block 3.0) . ' . . > 

V CX)URSB n$8CRIPT;0rj: Ddpirtlwnt pf Public Instruction' ' No . 6W0 (Inbluded in 6ad 



Department of Community eolleges : pUS 211 Office M^chln%/^J 
INSTRUCTIONAL HOURS: High Schools - 30 td|^ Hours} CCAlf 30 - 55 hours . 



• 



INSTRUCTIONAL OBJECTIVES: 

To train In techniques, proc^asee, operation and application of adding and 
. calculating machines , with emphasis upon learning the touch system for ten- 
key machines. * 

JOB QUALIFICATIONS: \ ^ 

Those §tude]l^|s who have successfully completed this course and certifiediu 
occupationa-lly qualified, can perform basic machine tasks on busineas machines 
of this type. . 

PSlftraiANCE EVALUATION : By performance testing (see attached test Items), based 

upon occupational standards-. * 

EQUIPMENT: See equipment list attac 




1 ,r 



■ --f^ij-' ' ' ' AlWIClftftTION RESEAHOH PROJECT 

^ f^T» ; OCCUPATIONAL TA^kS AND' INSTRUCTIONAL REQUIREMENTS ' 

* ** . ■ , . Accom\t;^ng__^ Bu8in«88 Admihl»tr*iliol) i^^SecMtarlai sbi«nce 



;•• ■ •• , . .• • • ■ V ■ *' •■. ■•• ■ , j ' ' • /:\'- ... 

^BLOCIC, OR. DIVISION NUMBE^l: 3.0 tltLE ; ^Bqaiifeaft Machines i<f»lcuitttlnal ^ •> ' 

• Calculators to IPerfonn hathemaklcajt Operattona On; 



r 



^[isceijtandouPVcounts 

INSTRUCTIONAL OBJECTIVE - 3.oi: How to Use Printinq^and/or Non-PtlntlnRUdditig Machines 

^ and Calculators « - 

SKILLS! (Process Objectiyes) » ^ 

3.011 - How to identify machine basic parts. ' / • 

3.012 - How to use touch system. *. " " " ■ , 
.3.013 - How t9 perform basic mathematical functions on machine. 

3.014 - How to* check tape against figures on forms. ^ 

...... ■ •■ ■ . . , i . . _ , ■ 

RELATED TECHNICAL INFORMATION: ' 

- K^vow types of bu&ine^s forms. . ' v 

- Know machine parts. . , . * 

• ^ ■ ■• - .-. ■ / • - 

Required Instructional Time: 3r01/ .30 hours. ' .( - $ 

lle<mired Performance standards * ' ^ 

, Can identify prlinarv machine components ajjid >tat6 the purpose -of each with 

100% eKscurapy. ■ , • , " ♦ • . ^ * * " 

, ; rr- Can U9t the calculating capabilities of the machine (s) and perform an Opera- 
tion accuratelv using each/ \ 

- ITses correct fingers for touch system" in. operating machine. . 
"t- Qnploys proper techniques in machine use. 

• Comp;«ted assigned calculating tasks* using the machine in reasonable .time limit. - 

- Checks work at comDletion^ of 



- Checks work at completion of an' operation. 

- Achieves 190% calculating accuracy by end of coirrse. 



• 1 , 1 . #^ 



f 




juntirig - Builnksi Adnini Aation a«c'r^tari>l Sciancll'i 



TEST ITEMS 




3.01 Gl\f«n one otf inoro calcuAting type ^11^^19 maehlnQS arMl a-<vi««/ qf^iJO ^ 
•in^jla probiem ,corOT»n to, businaas ofilpi^ 

^„ ■ W^>wmticAL--actiorta»-.-.i|^(1dl tlcth^. subttrActlori^- wultipUcattoiv, diviaiohi 

'ftaotloha, decimals, pArcenfcagefl ; the student will dainonatrate hla. ajsility 



pAroenbagefl i 

• to perform the necessary functions accurately. 
Standai^d: 90% acouraoy. 
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EOUIPMgNT 




DIVUSZON NUMBlSRi 



3 . 0 TlTLfif I 



Builryaiii MachlnM iCalcwtattihgl 



Aa^ing inttchin^i and ^Calculators (tan-key): {lona to aioh two atueianta] 
Thaaa maohin^a ahould ha £)oth prirnti,n9 ah4 non-print£ng. 

. ■ r ' ' ■ • . • .' \. . . • 
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- 4,07 - 



)■ ■ .. 
9^ piv; JCQN NUMBBRi _4\Q_^Tt«J:i J Bmlna«i MachlnM [Rwroduotlotf and PrQi«ctlonl 

4 . • <oont'd.> 

; HiiiiirNUHBK^4. A. 07 TITLEi ^<)p«g«f aim Slid« Prolaotor.. . 
.[^itmrnXTlomL OMECSTIVK - 4.07 « Ho» to Oparaf 35i«n 8lld« Projector. 



I (PKOMis pbjactivM) 

4.071 - Iivi#rt siidt in slida. carrier. 

- -4^.-0% €anttT WiST^pciUi frame . 
4.073 - 0|>\|ifate maohine. 
V 4.074 - Chanv* projection Bulb. 

^.075- Prepate machine' for storage. 



UKATBD ITBCHMICAL INfORMATipNj 



r 



*• Primary parts of machine. 
-Steps for operation.' , r 

- Materials needed. 

- Opei;ator care and maintenance requirements'; 



OTCOTSTED INSTRUCTIONAL TIME; 4.07 



1 hpurs . 



K 



^BQUIRED PERFORtJ^CE STANDARDS: 



- -©Mionstrates ability to prepare projector forlope^tion accordihh to manufacturer's 
specifications. ■ ' " ) ■ ' ' 

* Can ^^rt ^idttir correctly in slide carrier Jr loading tr^ and operate machine to 
obt4||jn a sharp, clear image on projection surface. 

-<^^pm chtuigipyii^Dojector bulb. " , ' * 

-'BMonStrates correct operator maintenance procedures, to include^ preparation for 

noMi9s« '■ '. » ■ ' ■ " . ' 



OR DIVI8I9N, NUMBER, 4.QyTITLE, BuainoM Machln>i [TUprbductlon >nd Pro1«ctlonJ 



TASK ^NUNBBRi » A.Oq 



TITLE I 



Operate Motlbn Plctura Prolector. 



lif«TRUCTIOMAL OBJrCTIVE - 4.08. Utiw to qpajrftti) Motion Pjctura Prolactor. 



f 'HULLS t (Prooe»«,Obj«!Ctlv<n) 

• ' • Hov To; 

if 4.081 - Put rael of film on .machine. 

^4.Qa2.- Thraa4 projector. ~ . 

4,083 - Operate projector. 
■ 4.084 - Focus projector. 
!i 4.085\- Change ligf)t bulb, 
4.^86 - Rewind film. 
* Ajf>B7 - Repait brojcen film. 
4.088 -Store projector. 



RELATED TfeCHNLICAL INFOJp|<ATION : 

- P^irts of mabhine. 

- Steps for operation. 
\ - Materials needed. 

( - Operator care and maintenance requirements, 



(cont'd.) 



V5» 



SUGGESTED INSTRUCT lONAL ''T IME : A.OB 



hours. (Introductory Only) 



\ 



REQUIRED PERFORMANCE STANDARDS 



ERIC 



CI 

Demonstrates ability to prepare projectpr /or 
oi^eration to include placing reel properly in 
machinie. ^ 
Demonstrates abWity to operate machine and . 
obtain a clear, sharp iroaqe with minimum delay. 
Dertonstrates^^jbUity to repair broken film • 
correct^y^ wit>i no lost motion., . ^ 
Demohst^rates ability to rewind projected film 
for sjubfecqpnt u&bS " 
Demonstrates abilj|||( to perform operator 
maintenrance to include changin^^ projection bulb 
and tio prepare machine for storage according to 
manufacturer's instructions. 



- 4.09 - 



KDCX OR DIVISION NUMBERi ^.4.0. ^ TITLE i Businf ■ Machinal {R< production iind Pro1«ctioi|l 

(cont'd.) 



TMX NUHilRi 



4.09 TITLE > OpT<f 8pirlt Duplicator. 



• XM•TR^CTIOK^L OBJECTIVE - 4.0^ How to Operate Spirit Duplicator. 

aacXLLSi (Procaaa Objective*) ■ . 

How To: / . 

' 4.091 - Turn on in» preaeure and iApti^wion roller. 

- 4.092 - Turrr flTiid-tank:. 

4.093 - Load copy p|iper. < 

4.094 - Attach m«»ter to cylinder. ^ * 

^ < 4.095 - Ralae or lower inaster. , 
^ 4.096 - Set counter. 

4.097 - Operate nvachine to include reducing a choke. 

4.098 i Run teit copies. ' 

\ 4.099 - Prepare madiiine for iiSfle period. , ' 



RBIATBD TECHNICAL INFORMATION! • 

Parts of machine. 
" Steps for operation. , 

- Materials needed. 

- Operator care and inaintenance requirements 



SUGGESTED INSTRbCT JLONAL TIME: / A.09 



hours « 



) 



REqUIRBD PERPQIU^CE STANDARDS; 



ERIC 



r' ♦ - 



Prepares machine for operation to include adding ^ 
duplicator fluid loading cbpy piipbr according 
to m2mufacturer*8 instructions. - 
Ai!:ta<^hes\ma8tev to cylilhder and adjusts to obtain 
cjbrrect ntargins with minimum trial runs, theii. 
s(pts coufn:tfr7>corre*ctlv 4 

O^erati ^ "rtad line aecprding to manufacturer's • 
;iiKst;ructt8S8 a|i^ demons tratei^^ reduce 
ffeed chokes. 

Produces clear, ^Legible, neat copy, with desired 
margins." " ■. ^ " '' , * 

Demonstrates ability to J<rej?)are ^nachlneT for idle 
period.; - : / ^ 
Cba^ea required safety precautions, i . 

.9': ■ ■ :. . . 



('' - 4.10 - 



BLOCK OR DIVISION NUMBER; 4.0 T ITLE; "lualness Marines (Reproduction & Projectloo) 



TAS^ NUMBER : A . 10 T ITLE ; Operate MlmfeoRraph. 



INSTRUCTIONAL OBJECTIVE - 4.10; How to Operate Mimeograph. [ \^ 

SKILLS: (Process Objectives) 



How To: 


• 


4. 


101 




Release brake. ^ 


4. 


102 




Check ink supply. 


4. 


103 




Replenisligjiink supply. 


4. 


104 




Replace ink pad. 


4. 


105 




Set count.er. 


4. 


106 




Attach stencil. 


4. 


107 




Load paper. 


4. 


108 




Run test copy. 


4. 


109 




Attach protective cover 


4. 


110 




Store used stencil. 


4. 


111 




Raise or lower copy. 



REUTED TECHNICAL INFORMATION; 

0 

- Names of -primary parts. / 

- Type of paper lised. , 

- Materials required. . 

- Types of ink. 

- Operator care and maintenance- requirements . - ^ ^ 

- Electric stencil maker. 



SUGGESTED INSTRUCTIONAL TIME: A. 10, .6 h oura. 

REQUIRED PERFORMANCE STANDARDS: 

^ - ■ ■ ^ 

- Demonstrates ability to prepare machine for operation, to include loading 
paper and replenishing ink supply, according to manufacturer's instructions. 

- Demonstrates ability to perform necessary operator maintenance according to 
to manufacturer's instructions. ^ 

- Demonstrates ability to set desired margins ,^tin test copy with miniitium waste/ 
and set counter. 

- Produces neat, clear, evenly printed copy, with proper positj^on on paper. 

- Observes required safety precautions. ■ . ' ^ * 

- Demonstrates ability to reduce feed chokes correctly, with minimum lost motion. 

- Prepares machine for idle period find stencils for storage according to i 
manufacturer's instructions. 



BLOCK OR DIVISION NUMBfiR: 4.0 TITLE: Rusiness Machines [Reproduction and Projectlonl ' 

\ . (con^d.)' 

TASK NUMBER: A. 11 TITLE: Operate Offset Press., ■ 

INSTRUCTIONAL OBJECTIVE - A. 11: How to Operate OffsQt. Press, . ' ' 

SKIIXS: • (Process Objectives) ' . 

How To: ^ . . 

• A. Ill - Mount master on. cylinder. ^ , ' ' 
^ A. 112 - Prepare master 

iA.113 - Prepare machine for copying, to include * % 

A. 114 - Place copy paper in machine. / ^ ^ , 

A. 115 - Make contact. . . \ * 

A.H6 - Maike t^st copy. ^ * 

, A. 117 - Cleam machine. 
A. 118 - Prepare machine for idle period. 
y A.119 ^ Make offset plates. 



I 



RELATED TBCro^ICAL INFORMATION: 

- Parts of machine. 

- Steps for operation. 

' - Materials needed. / v . ' ^> 

- Operator care and maintenance requirements. \ . 

- Safety miles. ' \^ 



SUGGESTED IJJSTRUCTIONAL TIME: A.ll> 1-lJO h ours. (Introductory Only for Secretarial - 

Students.) - - ^ . 



Required Performance Standards: 

(For Job Qualification.) ^ Demonstrates ability to prepare machine for Kjoeration^ , 

to include adding ink^ loading paper, moxinting master on 
cylinder and to prepare master for copying, according to 
manufacturer's instructions. V 

- Demonstrates ability to adjust machine for proper .margins 
make contact and r\in test copies with least waste copies 
and set counter. 

- Demonstrates ability to produce"^ clear, evenly inked, 
neat, properl\r positioned copies. . 

- Demonstrates' ability to perform required ^operator mainte- 
nance and i to reduce chokes according to manufacturer's 

i instifuctions. ' 

- Observes required sjifety precautions. 
pnYf^ -"^Demonstrates ability to^repare machine for idle period 
' ^ ^ according to manufacturer's insj^ructions. 



TEST ITEMS 



BLOCK OR DIVISION NUMBER; A,0^ T ITLE; auslness Machines^ (Reproduction & Projection ) 



4.01 'Glveri material for a 5-page booklet and a collator (10 booklets), the student 

will -use the collator to Assemble the pages, 
•y Standard: Success in assembling th^ pages in proper sequence - lOOJt. 
\ ' ' ' . ' 0 • ^ ^ , ' 

4^.02 Given unfolded pamphlets, and a folding machine, the student will set the midline 

so that the pamphlets will have three folds and complete- folding process. ' 

Standard: Success in folding pamphlets ^s directed - 100%./ " 

4.03 Given a packet of paper and a binding machine, the student will bind -paper into 
a finished booklet by using the automatic binder. 

Standard: Success in binding all pages into finished booklet, neatly, with ^ ^ 
• edges properly aligned. ' ' ^ 



rate 



4.04 Given an addressed package and letter, postage *ter and scales, and posca. 

catalog, the student will determine correct postage for letter and package. Put 
- correct postage on letter ahd package. . . . , 

>y Standard: Succe^ In' putting correct postage on letter mnd package, - 100%... 

4.0i5 Given copier, master unit ,• transpa^rency sheet, pieice of material to be copied 
and copy paper, the student will produce a t^ranspafency . . 9» ^ 
Standard: Success in producing a master prdperly exposed an^ centered, y 

4.06 Given a ti^foj^rency, projector and Screen, ^tjie student will focus and center , 
transpare1i|PfV.i;giage on the screen. • r 

Standard: *3^cess in centering a 6lear and sharp transparency Image on screen. 

. ' " ■ ' \ 
*4.07 Given a slide proj€fctor and 5 loose slides, the. student will insert, focxis, and 
^ project image opt Mojection surfact. ^Prepare machine for storage. 

Standardr ^ucce^ in assignment (image properly centered, focused, fight Side 
up, and^^not reversed) (Machine cool and all items correctly placed 
in* carrying case.) 

f 4.08 Given a reel of .film, ^ prcjjector with no projection light, s creen /.and jgood. bulb, 
the student Will show thte film. ^Rewind and. prepare for storage. 
Standard: Success in assignment (sets up equipmient each step correctly, threads' 
film properly, diagnoses problem and takes proper, corrective action; 
foctises clear picture, adjusts souna volume Cjorrectly ; .reqinds film 
propetly and sequres end, ^places in can. ' Places all items correctly 
^ in carrying case ||||||^ prepares projector for t^ave^^lng.) 

4.09 Given a prepared master, duplicator, duplicator fluid, 1/5 sheets of copy paper, 
and empty fluid tank, the student will run ten clear copies properly ^positioned 
on paper. * ? 

Standard: Success wUfi\ assignment (tenQ>lear copies properly positioned). 



• :. ^ ■ . ■ I. . ■ \ 
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4.10 Given prepared stencil* mimeograph machine* ink» and 10 sheets of copy paper, 
the student will run five clear copies properly positioned on paper. 
Standard: Success with assignment (five clear 6opi^ properly positioned on 

paper) • 

4.11 Given prepared master, offset press, IS' she ts of co'py paper, the student will 
product ten good copies correctly positioned on.th^ paper. Demonstrate steps 
la cleaning machine. h 
Standard: Success with assignments (ten good copies, evenly imprinted, correctly 

positioned on the paper). 




EQUIPMENT • . 

•bU)CK or division number. 4.0 TITLE, / Business Machines rRaproduction and Proj 

1. Telephone teaching unit (bne for each two atuderits) ' • 

2. collator (1) ^ 

3. Folding machirte (1) ^ \ 
4» Binding machine (1) . , * ' 

5. Postage meter and scales^ (f) 

6. Overhead projector (1) ^ ^ 

7, Transcription jnachine (one to each three students) 

8, Copier (1> 
^9. Slide projector (1) 

10. Movie projector (1) : . • . . 

11. Spirit duplicator (1) o 

12. Mimeograph (1) 

13. Autoqiatic typewriter (1) 

14. Offset press^ (1) 

15. Storage Cabinets J^) 



FROGRAM: Secretarial Science (Executive Secretary, DDD T-0 30) /Stenographer 

• COURSE: Typewriting (Advanced) (Block 5.0) 

COURSE DESCRIPTION: Department of Public Instruction:. Typewriting 11-6112, 

DCC. BUS 104*, Typewriting III; BUS 205; Advanced Tjtpe- 
writing IV; and BUS' 258, Advanced Typewriting V. 

IMSTRUCTIONAL HOURS: 180. Hours High Schools ; 165 Hours CQ/TI. 

INSTRUCTIONAL OBJECTIVES: 

1. To elDphaslze production typing problems and speed building. , CC/XI objective 
to reach a minimum of 60 wpm for 5 minutes with a maximum of 5 errors, high 
school to reach a minimum of 50 %rpm for 5 minutes with a maximum of 5 errors.** 

.2. To develop techniques needed In planning, composing and typing projects that 
closely approximate the work appropriate to the field of study.' These projects 
projects Include vevlew of letter forms, methods of duplication, statistical 
tabulation, and tne typing cf reports, manuscripts and legal documents. 

/ . " * 

JOB qualifications/ 

The learner Vne successfullyN^ompletes • this Instrxictlon plus P^^sonal Development , 
Records Managem^bt, and Business Machines-Reproduction (9ljocks 1.0, 2,5, and 4.0). 
Is quallfled#fc a clerk-typist. 7 ' 

PREREQUISITES: Basic Typewriting ' • . . * 

PERFORMANCE EVALUATION: By performance testing, (see test Items) Biased upon 

occupational standards. 

EQUIPMEffr: See equipment list attaclied. ' 

Note: Where BUS 1^4 is] taught as basic typewriting, 40 wpm. 

\- • ■ 

** Note: Acceptable^ tjipewrltlng- speeds DCC: , 

*BUS 104 (Intermediate) 50 M^m - 5 minutes - 5 errors. 

^ ' BUS 205 (Advanced) - 55 ijpm - 5 Mnutes - 5 errors . 

BUS 258 (Production & Speed -Building) 60 wpjp - 5 minutes - 5 errors. 
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ARTICUUX^OM RESEARCH PROJECT 
INSTRUCTIONAL GUIDE 



BLOCK OR DIVISION NUMBER; , 5.-0 t iTLE; Typewrltln« (Advanced) 



Note: Inetructional objectives for the following tasks were covered as 
Indicated In Block 2.0 Typewriting (Basic)* 



5.01 - All , 

5.02 - All 
, , 5.031- All 

5.032- AIJ. 

5. OA - 15-?2b hours of 25-32 hours 

5.05 - 33 hfjurs of 77 to 90 hours 

5.06 - All ' 
5.0*^ - All 
5j08 - None 

, 5.09 - None 

.5.10 - 3 hours (agenda only) of 6-8 hours 
/N^5.11 -\ 15 hours of 35 to AO hours 
^5.12 / 10 hoiirs of 20 to 30 hours 
. 5. 13 - 5 of 15 hours 
, 5.1A - 5 hours of 20 hours 

5.15 - A-6 of 14-21 hours 

5.16 - 5 of 20-30 hours 

5.17 - None 
•5. 18 - None 



1 



Total: 165 to 180 hours 



ERIC 
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BLOCK OR DIVISION NUMBER: 5.0 TITLE i' Typing (Advanced) (cont'd.) 

TASK NOMBERt 5.04 TITLE « Prepare Mmoranduw. 

IMSTROCTIONAL OBJECTIVE - 5.04i How to Prepare Memorandum. 

SKILLSt (Process Objective) 

- 5.041 - How to set up mdpno on plain paper using correct margins and placement. 
5.042 - How to adjust machine to set up and type message ^n office memos using 
printed forms,. 

. 5.043 - How to align type with, printed {readings on forms. 
5*044 - How to compose at the typewriter. 
5.045 - How to type from personal dictation. 
. RELATfeD TECHNICAL INFORMATION: 

- Memorandum formats. 

- Typewiter parts, identification. 

- All typing guides, " 

- All language Arts guides. w ^ . 
SUGGESTED INSTRUCTIOIlAi TIME : ^5 . 04 , 10-12 hours . 



REQUI^ PERFORMANCE 'STANDARDS : 
- * Mailable copy in accepted time limits. 
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BLOCK OR DIVISION nOmBER; 5.0 TITLE; ,, Typevrltlng (Adv>nc«d) 

TASK NUMBER;_5^5 TITLE; Prepare LttterB (Bualnesi «nd P>V»onal) . 

^INSTRUCTIONAL OBJECTIVE - 5.05; How to Prepare tettare (Bualk«»B and Personal. 
SKILLS: (Process Objectives) " ^ . 

How To; ^ ' / 

5.051 - Detennlile the difference between business and personal letters. 

5.052 »- Name thi parts of»a letter. 
5.05y- Judge tie length of the letter. 

5.050^- Set corAect marginal adjustmenta for long and short letters. 
5.055\^- Type different letter styles. 
5.056 - Use diffe^e^ forms of punctuation. 
« \5.057 - Use correct g^^ciMbetweJen different letter parts. 

5.058 - Fold and insert Wtffer for small, large, or window envelopes. 

5.059 - Place special notations. * 

5.0510 - Set up letter on regular ^ize paper, off-s^e paper, plain paper ancf 

letterhead paper. ^ ^ 

5.0511, - Prepare a multi-page letter with enumerated items, tabulated reports. 

5.0511 - Ptef)are application letters, resumes, application forms. 
5.05 13\- Apply language arts and skills. 

5.05ljt Express organized thoughts and ideas, ^ 
LATED TECHNICAL HfFORMATION; 

- Business letter formats. 

- Personal letter formats. 

- Punctuation and grammar rules. "^^^ ' , 

- Stilndard abbreviations. 

- Type^' and purpose of more commo^ typing paper varieties (typewriter bond, 
2nd sheets, executive borja, etc.) * * , % 

-f Typewriter parts identification; 

SUGGESTED INSTRUCTKaKAL TIME: 5.C^, 44-57 h ours. 
REQUIRED PERFORMANCE STANDARDS : - 

Mailable copy In accepted tine limits* f 



1; 



ft 
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bixx:k or division number: . 

3. OB • TITLE: 



TASK NUMBER? 



/. 

5.0 TITLE: Typing (Advanced) 



Prepare Press Releaies. 



INSTRUCTIONAL OBJECTm: - 5.08: How to Prepare rteae Relea.e,. 
SKlIiLSi (Process Objectives) . ^ ^ 

5.081 - How to determine top margin. " 

5.082 - How to set up press release. 

5;083r- How to determinp side margins and spacing. 
' 5.0M - How to complete first page. 
5*0f5. - How to begin second page. 

RELATED TECHNICAL TNF0lfy4ATI0N! 
- Press release fermat. 



(cont'd.) 



SUGGESTED INSTRUCTIONAL TIMET 

IUSQUIIrED performance STANDARDS: 
.Mailable copy. 



' 5.08, 



hours < 



V 
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BI/)CK OR DIVISION NUMMRt _ 

TASK NUMBER, '..0') TITLE t Prapara Medical" Hl.tor^ 



• 9 * TITLK t Typing ( 



jAdvan'cad) 



IMSTRUCTIONAL OBJECTIVE - 5.oy How to Prepare A Madical Hintory. 
SKILLS I (Process Ob joctivw*)^ 



9. 091 - How to complete medSisHfJ form. 

5.092 - How to type on lfitai«||pbrm. 

5.093 - How to use variable line spacer and paper release lever. 

RELATED TECHNICAL INFORMATION: * 

- Medical history format. 

- Medical forms. * 



(cont'd.) 



SUGGESTED INSTRUQTIONAL TIME: 

REQUIRED PERPbRMANCE STANDARDS: 
Mailable copy. 



5.09 3-5 h(3"urs. (Introductory only) 



1 , 




i 



^ 



/ 
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BLOCK OR DIVISION NUMBERi S.O TITLKi Typing (Advnood) 



TASK NUMBERi S. 10 TITLE t PropT* Aq«nd<l and Minut««. 



INSTRUCTIONAL ORIKCTIVE - S.lOi How to>.Pr«pT> Aq«nda and MinutM. 
8KILLS1 (Procaka Object ivtn) \^.^ 

5.101 - How to Mt mai^qlns. 

5.102 - How to center neadlngn. 

y 5.103 - How to type elde^ headings. 



• > 



\ 



RELATED TECHNICAL INrORMATION: 

- AgAnd* formatii. 

- Heating minutes formats. 



SUGGESl^ED INSTRUCTIONAL TIME: 



f 

5.10, 3-5 



hours. 



^ REQUIRED PERFORMANCE STANDARDS: 
• 4. Msllsble copy. 



« 



t • 
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BDDCk.OR DiVlSIOS, NU&R: • 



•5.0 , ; ^lTLE-; ' ' ' ^Wfeing. f Advanced) 



(cqht'd'.) 



rTA^K NUMBER: . «' S.liT' /" TITL^r^ 



■ INST^TIptiAL.OBJECTIVE -^s'^lli ' . How t^o fapare Maausc^tg.. v' " / ' 

> . ^ • 111 - How t^- set up margins: . ■ ' '^^ ' V ' 

5-.11? - rfow to plan and typp footnoteg. V ^ v'. ' . / ' 

/ r 113 X How to ti^e-side>headings>_ \ ^ \ 

• 5^114 -' How t6'RLan and type cover pag^. 

* 5ill5 - Hof^'^litx.plan and type thp;' bibliography. 



' RELATED TE.CHlilCAL iNFORMATIOfJ; 

-standard manuscript formats. 



SUGGESTED INSTRUCTIONAL TIME: 



REQUIRED PERFORMANCE STANDARDS: 



5.11, 20-25 hours. 



Mailable copy in accepted time limits 

/ 





^ 
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. BLOCK OR DI VISIOI^ NUMBER ; > 5.0' T ITLE; - ^ Typewrit trig (A'dvanced) (Conttoued) 

• - TAgK NUMBER ;_5^ TITLE; Prepaite. copy-. *from Rough Dra<d Material .vlth Proof readert^ 

V ' . - Marks. ~ T ' - - ^ 

• XliNSTRUCTTMJAL OBJECTIVE - 5. 12: Hoy to Prepare Copy froia Rough Draft Material Wlfa 

' • • ' 'Proofreader's Marks. 





SKILLS; (Process Objectives) 



How To: 



• 5. 121' -^ Improve tecKniquest V 
5.122 - Type fi;om lipugh draft copy. 
5^123 - Improve grammar and punctuation skills|. 
^ 5.124 - Interpret proofreader's marks. 

RELATED TECHNICAL INFORMATION: 

- Proofreader's markka. ' , * 

- Letter placement. 
Word division rules. ' 

- Grammar /punctuation guides. 
' - Letter format. 



SUGGESTED INSTRUCTION^ TIME; 



5.12, 10-20 hours, 



REQUIRED PERFORMANCE STANDARDS; 

'Mailable copy in accepted time limits. ■ 
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BLOCK OR. DIVISION NUMBER; 5.0 T ITLE; Typ#wrltltia> (Advagteed) (Continued) 
■ TA^K I)i^ER: 5.13 T ITLE; Prep^are StencllQ and' DupUcal^r Masters. " 
/INSTRUCTIONAL OBJECTIVE - 5.13; How to Prepare Stfencflls and 'Dupllcator^festers . 
SKILLS: (Process Objectives) 
How To: 



5.131 - Jxistify margins. \ 

5.132 -Use insets. . v ^ 

5.133 - Use illustrations. 

5.134 - Use cblcirs. ; ' • 

5.135 - Apply different textures to create designs or spib4.^1 effects. 

Note: The above includes advanced skills not normally taught in basic typewriting. 



RELATED TECHNICAL INFORMATION: 



- Types and characteristics of duplicator masters and stencils. 

- Handling cautions. 

-r Storage requil^ements , shelf life of various reproduction masters and paper. > 



SUGGESTED INSTRUCTIONAL TIME: 5.13. 10 h ours, 

REQUIRED PERFORMANCE STANDApS: , 
Mailable Copy. 



■ / 



V 



/•■ 



9 
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. BLOCK. OR DIVISION NUMBER^ 5.0 T ITLE: > Typewriting (Adynaced) ^Continued) 
lASif NUMBER: 5.14 T ITLE; Prepare Technlc£»i and Financial Reports. 
INSTRUCTIONAL OBJECTIVE - 5.U ; How to'^Prepare Technical and Fln^dal Repbr^s, 
SKILLS: (Process OlJjectlves) - ^ 

' ^ How to: 



5.141 - Set tab stops. 

5.142— |Plan colujnns. 

5.143 - Determine attractive placement. 



RELATED TECHNICAL INFORMATION: 

- Samples of common types of technical and financial reports, 

SUGGESTED INSTRUCTIONAL TIME: 5.14, 10 hours. 



REQUIRED PERFORMANCE STANt)ARDS: 
pliable copy. ^ r 



/ 



• 111 ''^ 
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Bl6ck"0R division number; 5.0 T ITLE; Typewriting (Advanced) (Continued) 
»^ li^K nImbER: T ITLE; Prepare Business Forms, . 



INSTRUCTION^ OBJECTIVE^; 5.15; How to Prepare Business Forms, 
SKILLS: (Process Objectives) 
How to; . i 

^. 151^ 'Prepare business forms (purchase orders, invoices, bills of lading, 
5.152 - Set tab sto^js. 

f 

RELATED tECHNICAL INFOEMATIQN; 

&• 

- Samples of ^'common business forms. 

SUGGESTED INSTWJCTIONAL TIME : 5 . 15 , 10-15 h ours . 

REQUIRED PERFORMANCE STANDARDS; 
^ Mailab].e copy In accepted time limits* 



■A 



-J 



\ 
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BLOCK OR DIVISION NUMBER; 5.0 T ITLE; Typewriting (Advanced) ^(Conqnued) 



TASK KUMBER ; j . 16 T ITLE : ?\yepare Charts, Tables and Other Tabulate<| Re>port^ . 

INSTRUCTIONAL OBJECTIVE - 5.16; How to Prepare Charts. Tablea and Other Tabj^lated 

Reports 



• 

7^ 



SKILLS^j^^^^ recess ObjectivesX 



How to: 

* '5.161 - Plan columns and set tab stfopsi 
5.162 - Determine attractive placement. 



REUTED TECHNICAL INFORMATION; 

- Common types of ^graphs and charts. 

SUGGESTED INSTRUCTIONAL^ TIME: ' 5. 16, 20-30 hours. 



REQUIRED PERFORMANCE STANDARDS: 



Mailable copy "In accepted time limits. 
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BLOCK OR DIVISION NUMBER: 
•Ask NUMBER: 5.17 TITLE: 



INSTRUCTIONAL OBJECTIVE^- 5,17 
SKILLS: (Proless Objectives) 



5.0 



• - 5.1^. - 
TITLE: 'T^ing (Advamced) 



Prepare Legal Papers. 



How to Prepare Legal Papers, 



5.171 - How to set up legal fo^ians. p 

5.172 « How to set up margins. 

5.1^3 - How to) prepare a legal- back and endorsement. 



RELATED TECHNICAl/ INFORMATION: 
-.Legal fdrniats. 

- Common legal te^ms and definitions. 



(cont'd 



SUGGESTED INSTRUCTIONAL TIME: 

I 

REQUIRED PERFORMANCEv^STA^^ 



100% Accuracy. \ 



^17, 



10 



_hours . 



\ 

I. 

I 

4 
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. BLOqc^OR DIVISION NUMBER; 5.0 T ITLE; Typewriting (Advanced) (Continue d) 

. . ■ -4 ' ' ' I ' 7 

■ TASK NUMBER; 5.18 T ITLE; Operate W^utomatlc Typewriter.. (Optional) \ 

INSTRUCTIONAL OBJECTIVE - 5.M; How to Operate Automatic Typewriter. (Optional) j 



-SiC^S: (Process Objectives) 
How to: " 



\ 



5.181 -Operate and ciw^ f or machine, 

5.182 -Feed machine. 

5.183 -Record on input media, 

5.184 -Correct errors. 

5.185 -Play back input media, , 

n 

r RELATED TECHNICAL INFORMATION: o ^ 

. - Know manufac1:urer*s operating and care instructions. 
- Identification of major parts of machine. 
^- Safety requirements. 
" Storage requirements for cards, tapes, etc. 

SUGGESTED INSTRUCTIONAL TIME: 5.18, 2-4 hours, (Introductory Only) 



(Recommend field trip to local CC/TI, office, or^ 
word pijocessing center, or dealer demonstration,) 



REQUIRED PERFORMANCE STANDARDS: 

Introductory only. Student will not receive practical experience. 



\ 



1l 



TEST ITEMS v 



HLOOC OR DIVISION NIIMBER: 5.0 T ITLE;' ^ lypeurltlnt (Advanced) 



5.04 Civen a. printed memo form, typewriter, eraser, and message, name and 
department ofi sender and .receiver , prej^are an interoffice memo,' / 
f Standard:. 1002 in* 15 minutes - 95Z neatness, produces ^^ailable copy. 

5\d5 Set up and type in an acceptable letter style a properly positioned 
business letfter, given a typewriter, eraser, letterhead paper, and 
information for an acknowledgment letter (receipt of order). - 
Standard: 95% .neatness and 100% accuracy in 15 minutes, produces 
mailable copy. ' * , , 

5^08 Giverf a typewriter, ^eraser, plain paper, newsS^rticle,- prepare for 
pi&lication a^news release using acceptable positioning.'. 
Standard: 100% accuracy and 90% neatness in 20 minul 

5.09 Given a typewriter, eraser, printed medical form, and in^4»^tion on a 
particular patie||f , prepare an acceptable patient histoi 
Standard: ^0Q% ^ccurdcy and 90% neatness in 30 minutes, 

5, 10" Given a typewriter, eraser, paper , rough draft of minutes, prepare for 
signature an acceptable copy of minutes. 
Standard: 100% accuracy and 95% neatness in 30 minutes^ 



■<5 



5.11 Given a typewriter, eraser, paper, rough draft of manuscript witl/ footnotes, 
prepare an acceptable copy of a le'ft-boynd manuscript. " ^ 

. Standard: 95% accuracy arid 90% neatness in 30 minutes. 

, ^^ "^ . . '\ 

5.12 Givien^ single page 6f rough draft of a manuscript with proofreader's 
marks, necessary material and typewriter, prepare a mailable copy of ' 
the draft contents. / 
Standard: Mailable copy prepared in acceptable time limits; all rxiles 
adhered to in preparation of copy. ^ 

5.13 Given a duplicator master and a draft copy of material to be reproduced, * 
prepare the master for duplication. 

^ Standard: Material properly pos^iti6ned on master, all corrections, letters 
and lines are clear and will print with 100? accuracy. 

5.13 Given a mimeograph stencil and a copy of material .to be copied, prep^^ethte 
stencil for reprodiiction. Make a border on stencil with the typewriter. \ 

' ' Standard: Material properly positioned, lOOt accurate, sufficiently cut 

to print clearly and 'corrections properly made. Border neat, ptoperly^ — v 
proportioned and aligned* . ^ 

5.14 & Given a typewriter, paper, eraser, information for technical report including 
5.16 tabulated ret)ort!, prepare, an acceptable report which incliides tabulated 

table.^ \ ^ / 

STtandard: 90% accuracy and neatness in one hour. * 



V 



\ 
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5.15 Gijieq a standard, \multi-copy bus Aess form blank, t|^e Information to be • ; 

J typed and ^a typewriter, fiHs=-in the form as required. 
Standard: Infoinnatlon placed in proper spaces, acourately aligned and >^ 
neat. With legible carBbn copies. " ^ ^ 

5.17 Given a typewriter, eraser, legal paper, rough copy of power of attorney, 
^ prepare an acceptable power of attorney. ^ - ^J ^ 

Standard: 100%k accuracy and neatness in 30 minutes. 

5.18 No test item - oraJL. testing on machine characteristics during Introduction 
is recommended. ' ^ , 



; / 
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EQUIPMENT LIST 



LOCK OR DIVISION: 2.0 TITLE; Typing (Beginning) 



§^ 0 TITLE: . Typing (Advanced) ^ 



1. Typewriters (pne per student) (75% manual & 25% eleyptric) 

2. byerhead projector (1) 

3. Record player ,(1) 

4. Demonstration stand (!)• 



5. Automatic typewriter ,(1) Ll«vanced Only] - COpfional) 




{ 
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B^OGRAM: Secretarial Sclende/Steaogra{Ni^r ^ 
Oa^Zi Sh(^Chaad (Block 6.^T^ 

QXmsi DESCRIPTION: /^Departaent; of Public Instziiccioa: No. 6212-8hortAaiul I nd 

/ 6213 A Shorthand II. ^ 
/ Deparcaenc \pf CoaHnmlty Colleges: > BUS 106 - Shorthand I, 

/ BUS 107 - Shorthand II, BUS 108 - Shorthaid III, BUS 206 ^ ' 
/ Dlctatloi^ and iSii^crlptlon I, BUS 207 - Dlctatloa and ' 
/ Transcription II, and BUS 208 - Dlctatloa and Transcription III. 



IMSTROCngMAL HOURS: High Schools - 360 hours. 

. CCyil - 220-330 hours. i 

INSTRDCTIOMAL OBJECTIVES: 

- y 

Stii-^lock 6.10: Title - Read and Write Shorthaod, Take Elaneataxr Dietaeion 

and Transcribe. 
Departoent of Public Instruction: Shorthand I - 6212 

Departaent of CoHumity Colleges: Shorthand I-BUS 106 and Shorthand II-BUS 107. 

i' 



Bftcoineiided Instructional Tlae: <110 - 180 hours. 
Hodule 6r^lOA: Includes BUS 106 and First Sevster.- 6212. 

Instructional Objectives : ( 

1. To learn shorthand theory. 

2. To read shorthand^ folate aaterial at 140 vpa. 

3. To write brief for«s and phrases accurately vithou^ hesitation* 

4. To write shorthand at rate of 40 to 50 wpn and transcribe at rat# of 
10 wpa with 9SZ. accuracy. 

Module 6.10B: Includes BUS 107 and Second Sesester - 6212. 

Instructional Objectives: 

1. To iaprove shorthand vocabulary. 

2. To develop ability to recognize and use word sounds to construct new 
shorthand outlines under stress of dictation. 

3. To take three "speed takes" at 60 wpsi and transcribe at typewriter 
with 95Z accuracy. 

4. To take five sets (4 letters per set) at 50 to 60 wpa and transcribe 
as Bailable letters. 



Note: Continue personal development as initiated ^ Block 1.0 to achieve personal 
habits, attributes and attitudes approprlat^ for success as secretary/ 
Q Stenographer in all sub-4>locks. « « \ 

ERIC , ^10^ 
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INSTRUCTIONAL OBJECTIVES: Cfontinued)' . ■ . ^ 

Sub-Block 6^.20: Title - Dictation and Transcription. .^ 
"Department of Public Instructioh: Shorthand II. 4^,^ 
T)epartBent of Community College^: Shorthand III-BUS 108 and Dictati»n and \, 

Trans crip tion-BUS 206. ^ f 

Reconnended Instructlcrnal Tl^: 110 - 180 hours. 

Module 6.20A: Instructional Objectives. ^ 

1. To Iniprove shorcliand vocabulary and the ability to construct new ' 
outlines under stress of dictation. 

2. To develop the ability to take dictation at the rate of 80*wpm 
with 95Z accuracy for 3 thre^-mlnute letters of new, previewed 
material to be transcribed a^t^^e ty^yei^riter with 95X accuracy 
in 2$ minutes. 

3* To produce mailable copy. 

(BUS 4O8 -(55 hours) ^ 

Mod^e 6/eOB: Instructional Objectives. / 

1. ' To review the principles of Gregg Shorthand. 

2. To continue improvement of ability ^o construct outlines for 
unfamiliar words during stress of dictation. 

3. To develop the ability to take dictation at the rate of 90 wpm 
with 95% accuracy for 3 ,three-minute letters of new material with 
95Z transcription accuracy at the typewriter in 25 minutes. ' 

4. Produce mailable copy. ^ ^ 

(BUS 206 - 55 hours) a ' 



ERIC 



Note: Minimum entry skill level for shorthand required for job qualification by 
U. S. Civil Service and N. C. Merit 'Testing is to take dictation at ttie 
rate of 80 wpm. or better as in Module A above. • ^ 

Note: Personal Development concurrent with instruction. ^ 

• 

Sub-Block 6.30: Title - Take Advanced Dictation and Transcription. 
Department of Public Instruction: none. 

Department of Community^ Colleges: Dictation and Trans crip tion-BUS 207 

^ (55 hours)' 

Instructional 6bjectives: 

1. To continue review of the principles of Gregg Shorthand. K 

2. To continue to develop ability to construct outlines for new words. 

3. To take dictation at the rate of 100 wpm for five minutes for three 
new material latters, transcribe at the typewriter with 95% accuracy. 

4. Produce a mailfitle copy. 
O . (BUS 207-55 hours) / 



- 6.02 - 



INSTRUCj:iONAL.O|rECTlVES: (Continued) ^ 
Sub-Block 6. 30' (contlnu^') 

Note: This blocR is optional In areas not requlrixig this skill Jevgl for job 
qualification, however, the ability to take higher speed dictation la 
desirable Do maintain tihe SO'wpm dictation l«vel. 

Note: Personal development Concurrent with instruction. ' 

Sub-Block 6.40: Title -.Take High Speed Dictation and Transcribe Accurately. 
Department of Public Instruction: Not taught. 
DepartmentV)f Community Colleges: BUS ?08 (55 hours) . 

Instructlbnal Objectives: ' " 

r. Jd continue review of principles of Gregg- Shorthand. 

2. ^o\ continue to develop ability to construct outlines for unfamiliar 
wotds during the stress of dictation. 

3. To >take dictation at the rate of UOsWpm for five minutes for three ■ 
new^H^terial letters and transcribe at the typewriter with 95Z 
accura^snroducing a mailable copy. . 

Note: This sub-block Voptlonal if skills not required by local area needs. 
Note: Personal development concurrent with instruction. 



JOB QUAHFICATION: Successful completion of at least the first three objectives 

of this block of instruction provides the necessary Slnimum 
qualifications in shorthand that are required for plasslflca- 
tlon as a stenographer. Qualification should be verified by 
performance testing. Advanced shorthand completion appro- 
priate for secretarial classifications. ' 

PREREQUISITES: Typewriting I (Basic) may be conpurrent with Module A, Sub-block 
f 6.10. 

PERFORMANCE EVALUATION: By performance and other means of competency based 

evaluation, employing appropriate standardized test 
items. 

r > • 

EQUIPMENT: See equipment list attached. 

NOTE: DCC Coursfe Numbers may vary between different institutions for the sdine 
course. Course title is more accurate. 
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;.- 6,0,3 ' 

JLOCac oft DIVISION NUMBER: 6.0 T ITLE; Shorthand \ \ 

SIP^BLOCK NUMBER; 6.10 I ^ITLE; Read and Write Shorthand -<Take Elementary 

. V Dlctat!*Lon and Do' TVanscrlptlonT ^ 

MODULE NIJMBER: 6. IDA TITLEvJlead and Write ShVthand. 



'TASK NUMBER; 6.101 TITLE: Read -Shotthand. 



. INSTRUCTIONAL OBJECTIVE - 6.101A; How to Read Shorthand. ' : 

^ ^ SKILLS: (Process Objeet lvtia) 7 ^ 
How to : , ' " ■ 

6. JLplAl-Read standard shorthand synibols. > 
6'i^l0lA2'*-9reak down words by shorthand' sounds . . 
6. l|dA3-Recognize various shorthand blends by sounds of words and Identify 
^VwJjth shorthand symbols. 
^ 6. lOlAA-Recognlze shorthand synibols for punctuation, 

^RELATED TECHNICAL INFORMATION: ' . * . 

- Shorthand theory. ' ^ ' ^ • ' 

- Standard shorthand synftols, w- 

- Word families, brief forms and phrases. 

- Commonly used words* and phrases. ' 
' - Phoncplcs and grammar rules 

- Punctuation rules. ' *^ 

" - Personal development requirements. ' 

SUGGESTED INSTRUCTIolia TIME: 6.101A> 20-25 h ours. ^ 
REQUIRED PERFORMANCE STANDARDS: 

- Student recognizes 85% of shorthand symbols required to reajj^lf reading and 
writing ar6 taught concurrently. / 

- If reading only Is taught Initially, student .recognlz^s^95% of symbols at 
th^' rate of 150 wpm of shorthand plate material. 
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BLOCK OR DIVISION NUMBER; 6.0 T ITLE; Shorthand (continued) 

5UB-BL0CK^ NUMBER; 6,10 T ITLE ; Read and Write Shorthand - Take Elementary 

. , Dictation and do Transcription, 
MODULE HUMBER T 6, lOA T ITLE; Read and Write Shorthand 

TASK NUMBER: 6,102 T ITLE; Write Shot thind, 

~ ' ^ : ^ " 1 

INSTRUCTIONAL OBJECTIVE - 6,102A; How to Write Shorthand, 

SKILLS: ^Process Objectives) ^ ' 

How to: • 

6,102A1-U8e shorthand notebook, 

6,102A2-Hold and use pen In taking shorthand. 

6, 102A3-Wrlte standard, shotthand symbols to Include correct symbol proportions. 



RELATED TECHNICAL INFORMATION: ^ 

- Shorthand theory. ' 
/ - Standard shorthand symbols. 

^ - Correct tools and material for taking shorthand, 
-.Granpnar a^ punctuation rules, 

- Word fam^ies and brief forms, 
,7 Personal development requirements, , ^ 

SUGGESTED INSTRUgJiONAL TIME : 6 . 102A . 25-35 h ours , 

PERFORMANCE STANDARDS: 

-■ ■ ' & 

- Initially 80% accuracy in symbol construction with 95% accuracy expected 
^at termination of this phase of instruction. 
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BLOCK OR DIVISION NUMBER; 6.0 T ITLE; Shorthand \ (Continued) 

SUB-BLOCK NUMBER; 6.10 T ITLE; Read and Write ShorthaAd - Take Elementary 

^ Dictation and do TranscrlptlonT 
MODULE NUMBER; 6.10B T ITLE; Take Elementary Pic tat Ion and Transcribe. 

TASK NUMBER: 6.103 TITLE: Take Dictation. 



INSTRUCTIONAL OBJECTIVE - 6.103B: How to Take Dictation . 
S^PULS : (Process Objectives) 
How to : ' 

6.103B1-Wrlte shorthand outlines of familiar words. 

6.103B2-Automatlcally recall frequently used^wojrds^ phrases and brief forms. 
\^.103B3-U8e brief forms and phrases. ^ 

6. 103B4*Coordinate listening and shorthand writing abilities. 

6. 103B5-;Re cognize and use sounds to write shorthand outlines of . new words 

under stress of dictation without loss of speed. 
6. 103B6-Deyelop ability to mentally retain two or^more sentences during 

, dictation progress. 
6.103B7-Make changes or corrections required by the dictator during dictation. 
6. 10 3B8- Arrange shorthand notebook for writing insertlonsT'scorrections and 

additions. " ' ; 

RELATED TECHNICAL INFORMATION: ' ■ 

• < ' ■ 

' - Shorthand ^heox^. 

- Shorthand syinbols. 

" Correct shorthand notebook techniques. 

- Business vocabulary builder. 

• Phonetics, spelling, sentence structure. 
Grammar and punctuation rules. 

- Dictionary an4 reference manuals. < . 

- Personal development requirements. ^ 

SUGGESTED INSTRUCTIONAL TIME: 6. 10 3B, 3^5 h ours. (Introduction only, activity 

Isk colftinuous thrbug^hout sequence of shorthand 




^PERFORMANCE SIANDARDS: 

95Z pf dictated material Is taken aiid wrlten correctly. 
* Upon completion of sub-block 6.10 the student can take dictation a% the 
rate of" 60 wpm for three "speed takes" aind transcribe at the typewriter 
with 95% accuracy. 



•..^ ...v. ^ . . 6.06 - .. . . 

BLOCK OR DIVISION tlUMBER: .6>0 T ITLE: Shorthand (continued) ' ' 

SUB-BLOCK NUMBER ; 6,10 T ITLE ; Read and Write Shorthand - Take Elementary 

V ' , Dictation and do Trans c rip tlonT ^7 
MODULE NUMBER; 6,10B t ll^LE; Take Elementary Dictation and Transcribe, / 

TASK NUMBER r6,l04 T ITLE: Transcribe Shorthand Notes Accurately, 

INSXIIUCTIONAL OBJECTIVE - 6,a04B: ^ How to Transcribe Shorthand Notes Accurately . 

SKILLS: (Process Objectives) • 

• -"^ . ■ ' ' ■ - , ^ ■ . 

How. to : ' , . - 

I ' I • 

^— 6.104Blr^Set up typewriter for transcription, 

6.104B2-Read own shorthand jiotes. ) 
6. 104B3"*Proof read typewritten material. 

"" . . • ■ 
RELATEli TECHNICAL INFORMATION; 

- Shorthand theory. 
S^horthand symbols. * *^ 

- Dictionaries* and referendre materials. \ 
-^ord families, brief forms and phrasep. ^ ' 

- Spelling, punctuation and grammar rules. « * 

- Other transcription ^les, J . \ * 

- Personal development requirements. 

SUGGESTED INSTRUCTIONAL TIMfi: 6.104B. 2-4 h ours. • (Introduction only, activity' 

continuous throughout sequence of shorthand cc^urses. 




PERFORMANCE STANDARDS: 



^ Upon completion of course, transcribed material is mailable copy. 
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BLOCK OR DIVISION NUMBER; 6.0 T ITLE: Shorthand (continued) 
SUB-BLOCK NUMBER! 6.20 T ITLE; Dictation and Transcription. ■» 



Hodule A; BUS 108 . ^ 

INSTRUCTIONAL OBJECTIVES : ' 



6.201A - How to^read shorthand. ^ . 

6.202A - How to write shorthand. ' ) v 

6.203A - How to take dictation. ' ^ ''^ 

6.204A - How to transcribe shorthand notes accurately. 

SKILLS: (Process Objectives) ^ 

Skill requirements for tjie tasks and Instructional objectives listed above 
are the same but of a higher level as those shown for like Instjruptrofral 
^ objccL^lves for Sub-Block 6,10, Modules A and B, This is a contfthuation of 
p^ece^ing instruction but with oKjre demanding performance standards. 

RELATED TECHNICAL INFORMATION: 

■ ■ .' . , ., * ' ■ ' ^ ■ ■ ■ . ;^ '■ ■ - ■■ , ^ v .. ■ 

« Related technical information required for the -instructional objectives 
listed above are the same as those listed for like Instructional objec- 
tives for Sub-Block 6.IQ, Modules A and B. , 

SUGGESTED INSTR^TIONAL TIME: 6.20A - High School s . 90-180 hours I 

XC/TI 55 hours. 



REQUIRED PERFORMANCE^ STANDARDS: , " 

- Take dictation at the rate of 80 wpm with 95t accuracy for 3 

three-minute letters of new previewed material to be transcjrlbed 
* at the typewriter with 95% accuracy in 25 minutes, producing a 
mailable copy. All other performance standards as stated in 6.10A 
and 6.10B. 
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BLOCK OR DIVISION NUMBER: 



6.0 TITLE: 



Shorthand (continued) 



T 



SUB-BLOCK NUMBER; 6.20 T ITLE; Dlctatl<^ and Tranacclptlon. 
Modul^e B: BUS 206 
INSTRUCTIONAL OBJECTIVES: 



/ 6. 20 IB - How to read shorthand. 

6.202b - How to write shorthand. . 

6.203B - How to take dictation. 

6.204b - How to transcribe shorthand notes accurately. 

« g 

SKILLS: (Process Objectives) 

Skill requirements for the tasks and instructional objectives listed i 
above are the same but of a higher level as those shown for like in- 
structional objectives for Sub-Block 6.10, Modules A and B. 

RELATED TECHNICAL INFORMATION: - 

Ab required for .appropriate like instructional objectives in Sub-Block 
6.10, Modules A and B. 

■ ' '. . ■ ■■■■■ :.,»; ^ - " 

SUGGESTED INSTRUCTIONAL TIME:. 6.20B - High School s ^90 h ours. (If taught) 

CC/T I 55 h ours. 

REQUIRED PERPORMAI^E STANDARDS: 




- Take dictation at the rate of 90 wpm with 95% accuracy for 3 three>-rabAite 
letters of new material with transcription accuracy at the typewriter of 
95%. Produces a mailable copy. All other performance standards are as 
stated in 6.10 A and B. 
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♦ • BLOCK OR DIVISION NUMBER; 6.0 T ITLE; Shorthand ■ ' (continued) 

SUB-BLOCK NUMBER; 6.30 T ITLE; ' Advancad Dictation and Ti-anacrlptlon. 
N IHSTRUCXIONAL OBJECTIVBS: 



6.301 - How to read shorthand. ^ 
6.X2 - Hour to write shorthaivd. 
6.303 * How to take dlctatloil. 

6.30A ^ How to traascrlbe shorthand notes accurately. 
^ ■. 

skills! (Process Objectives) 

Skill requirements for the tasks and Instructional objectives listed 
above are the same but of a higher level as ^hose shown for like 
Instructional objectives for Sub-Block 6.10, Modules A and B. 



RELATED TECHNICitL INFORMATION: 

- Same as that required for appropriate like Instructional objectives 
stated. In 6.10 A and B. ^ 



SUGGESTED INSTkUCTIONAL TIME: 6.30. 55 h ours > (Not taught In High School) 



REQUIRED PERFORMANeE STANDARDS: 

- Take dictation at the rate of 100 wpm for five minutes for three new 
material letters with 95% accuracy. Transcribe at the typewriter with. 
95Z accuracy j^rodudng a mailable copy. 
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BL0C19 OR DIVISION NUMBER; 6.0 T ITLE; Shorthand (continued) - 

SUB-BLOCK NUMBER; 6.40 T ITLE: Take High Speed Dictation and Transcribe 

Accurately. ■ / 

INSTRUCTIONAL OBJECTIVES: 

\ . • ■ 

6«401 How to read shorthand. 

6.402 - How to write shbrthand. 

6.403 - How to take dictation. 

6.404 - How to transcribe shorthand notes accurately* 

6.405 How to acquire and demonstrate personal attitudes, habits and 

^ attributes appropriate for a successful stenographer/secretary. 

' ' ■ ' ■ \ ■ ■ ' ■ ■ 

SKILLS: (Process Objectives) ' 

Skill requirements fpr the tasks and instructional objectives listed 
above are the same but of a higher level as those shown for like in-> 
structlonal objectives in Sub-Block 6. 10, Modules A and B. 

RELATED TECHNICAL INFORMATION: 

- Siame as that required for like instructional objectives listed in 
6.10, Modules A and B. 

" -, ' , * • » ' ■' . ■■ ' 

SUGGESTED INSTRUCTIONAL TIME: 6.40, 55 h ours. (Not taught in High School)' 

BJEQUIRED PERFORMANCE STANDARDSY ' 

.. - Take dictation dt the rate of 110 wpm for five minutes for three new. 
material letters with 95% accuracy and t^ranscrlbe at the typewriter ** 
with 95Z accuracy producing a mailable copy. ^ 



f- 
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COMPETENGV iASElf OUTtlNH TYRE UST 'ITEMS 

. ♦ : > ,■ ■ ^ ■ ■ 



• t 



8db>Block 6.10A • (BUS 106). , 

6.101A a. Given shorthand piLata material the student^ will re^ad tha material. 
Standard: Read at a minimum rate of 150 vpm* . 

6.102A b. The student vill be required to write a serlea of shorthand* theory 
outlines and tranaoribe these outlines in longhand. 
^ Standard: Write tranatr^ptlon at 10 vpm vlt1\ acc/uracy. 

6.101A c. the student will take dictation from shorthand plate material or 

& graded speed takee. 

6.1Q2A Standard: Take dictation at 40 to 5P wpm for at least t%ro minutes 

and tranacribe notes verbatim .In longhand at the rate of 10 wpm 
with 95% accuracy. 



Su^-Block 6.10B (BUS 107) 

TASK * ^ - : ■ ' 

6.103B The student will t4ke dictation from previewed material for 5 sets (>f 
^ 4 letters each. . 

Standard: Take dictation at the rate of SO to 60 wpm. 

6.104B Given a t^ypewriter and the dictation notes taken in 6.103B> (above)^the ' 
.student will transcribe the notes acc\n:a{:aly with a typewriter, 
Standard: Produces a mailable copy. r 

■ " ■ ■ •■ ■ ' ■ ' ' 

Sub-Block 6.20 - t^le A - (BUS 108) (Shorthand IX) 

TASK ^ . • 

6.201A The student will take 3 five^mlnute takes of new material dictation and 

6 .202A transcprlbe at the typewriter. 

6.203a/ Standard: Take dictation at 80 wpm » transcribe at the typewriter with 

6.204A 95Z accuracy and produce a mailable copy. 

Sub-Block 6.20 - Module B- (BUS 806) 

TASK ' 

6. 20 IB Given 3. five^mlnute speed takes of new material dictation, dictated at 
6.202B the rate of 90>pm» and a typewriter. the student will take dictation and 
6.203B transcribe at, the typewriter. 

6.204B Standard: Take dictation at « the rate of 90 wpm and transcribe at the 
typewriter with 95Z accuracy producing a mailable copy. 



* • TEST ITEMS " - 

(Con't.) ^ 



Sub-Block 6.30 (BliS 207) 
TASK 



6.301 Given 3 flve-ndnute takes of new materia dictation delivered at 100 vpm 

6.302 and a typewriter, with necessary material » the student will take dictation 
<^| 303 • at 100 wpm and transcribe at the typewriter. 

^^-^304 Standerd: Take dictation at the rate of 100 wjpm with 95% accuracy, 
f roduce a mailable copy* ^ 



Sub-Block 6.40 (^US 208) 
TASK 

6.401 Given 3 flve-mlnute takes of n^w material to be delivered a£ the rate 

6.402 of 110 wpm and a typewriter with necessary material, tha student will 

6.403 take dictation and transcribe at the^ typewtlter. 

6 .404 <^ Standard: Take dictation at 110 wpm and transcribe at the type%rriter 
with 95Z accuracy producing a mailable copy. 
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EQUIPI^NT 



BLOCK OFT DIVISION NUMBER i 



6.0 



TITLE t Shorthand 



1. Racord plays r (1)'. 

2. Dictation records (full ranga of s^ada).' 

3. Tapa4>layarB (caaaatta) - (bna forCaach four atudanta). 
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ARTICULATION RESEARCH PROJECT I 
INSTRUCTIONAL GUIDE ^^^^ 

FlOCatAMt SxacuClvc S«cr«tary/St«Dogr«phtr/BualnMt Education ^ 

COURSSt Accounting I - Blt)ck 7.0 

COURSE DlSCRIPTIOHs 

DspartMDt of Public Instruction 6332*- Accounting I. 
DtpartMnt of Coanunlty CollagM BUS 120 - Accounting I. 

niSTRUCnOMAL HOURS: ' / 

Bldi Schooln: 180 hours. 
CC/TI: 88 Hours. 

INSTRUCriONAL OBJBgilVES: ^ 

To provlds tho iMmar with tha necaasary procadural tachnlquea and related 
tachnlcal Infonatlon to apply tha basic prlnclplaa of the accounting cycle . 
fnm tha analyala and racordlng of btlslnafls transactional to the preparatiuti V 
and intarpratatipn of financial atatementa and^aupportlng data^ Including an 
introduction to flow charts and systems. Instruction Includes the wh^ as 
wall aa tha how , and attaptlon la given to payroll^and related taxes. 

JOB qUALIFICATXCM^: 

Tha learner lla qualified to perform basic bookkeeping functions following 
aucc^aaaful <^0Bq»letlon of^t^la block of Instruction. Job qualification 
should be dataralnad by applied parfonnance tea ting. 

PBEXBQUI8IIB8: 

r 

BusloMS Math recoanended. 
PERIOSMANCE EVALUATION : 

S— tast ItoM attachad. 
EQUIPMENT: 

S.. Kqulpaent Llat attached. 



8mm Bqulpaant Llat 
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BLOCK Oft DIV18I0II jtttMfti 7.0 T ITUt Aecountlnt I 



1!4fK IWKilftt 7.01 n iLIt Jouni*liM D«llv Trwctlon*. ^ 

ZMfTUICnoiUL OBJICIIVI - 7. Oil How to Jouni«lli« Dally Tr«iwctlon> . 

IKZLLIi (FrocMs ObJaotlvM) t 

I 

■ov tot 

7.011 - Classify accounta. 

7.012 - Datandaa dablt nid cradlt parta. 

7.013 - lacord d^lt and cradlt pasta. ^ 

IIUIID TICBMICiO. nroouTioiit 

- Tba baalc accounting aquation. 

- Tha af facta of dablta and ctadita on accounta. ^ 
' Tba diffarant klnda of journala. ^\ 

BVOmtED niSIiniCTIOIUL TDffi: 7.01. 20 h oura. 

liqtTZlkD PIRfORMANCB STANDAKDS: 

Maatnaaa'and laglblllty with accuracy In calculatlona an.d raqulrad atapa takan 
" md appliad corractly. , ^ 




- 7.02 - 

OR DIVISION NUMBER; 7.0 T ITLE? Accounting I (Continu«d) . 
TASK NUMBER} 7.02 T nLE; Postlna Trana^ctlona. [ 



MSTtUCTIOIUL OBJECTIVE - 7.02; How to Pott Trwctlont. 

SKILLS t (Procaaf 0ej«'otlv«f) \ 
Hov to: 

7.021 - Maka chart of accounta. 

7.022 - Opan a ladgar. 

7.023 - Ttanafar Infonaatlon from Journal Into ladgar (atapa of poatlng). 

REUTED rTECHNICAL INPORHATION: 

- ^laaalfi^atlon of accounts. 

- Stapa In poatlng. 




SUGGESTED INSTRUCf IOTOlL T IME : 7.02 5 houra . 



REQUIRED PERfORMANCE STANDARDS: 



NaattMsa and lagiblllty required with accuracy in calculatlona , and all requl 
'atapa takan and applied correctly. 



3 
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JJLOCK OR DIVISION NTOflBER: 7>0 T ITLE; Accounting I ( 
TASIt NUMBER: 7>03 T ITLE: Closing a Set of Books. 



mSTKDCTIONAL OBJECTIVE - 7>03: Hov to Close a Set of Books. 

• ' ■ ^' ' ■ ' i. 

SKILLS: jftlProcess Objectives) 

\- How To: ' ^ 

■ ■ ■ ■ ■ . *»- ■ . 

... k ■ . ■ * ' ' ' 

7.031 - Prepare a. trial balance. 

7.032 - Complete a slx-col\nnn work sheet. 

7.033 - Prepare finaiiclal statements. <- 

7.034 ^ Journalize „clo8 lag entries.' ■ , 

7.035 - Post closing' entries. 

* 7.036 Bailee and rule ledger. 

7.037 - Prepare a post-closing trial balance. 

■ ^ ' ■ ■ (; ' ■ : . 

RELATED TECHNICAL INFORMATION: . 

- Classlflcatioti of accounts. 

- Steps f<5r balancing accounts. * 

- Format for work sheet. 

- Format for financial statements. 

- Source of information for clofijing entries. 
-vProp^r procedure for ruling accounts. 

- Format for post-closing trial balance. 

- Projects I and II. 

SUdcfiSTED INStRUCTIONAL TIME: 7.03. 20 h ours. 

REQUIRED PERFORMANCE STANDi^S: ' \ . 

• ^ ■ \ ■ 

Neatness and legibility fequireid with accuracy in all calculations.; all 

required steps taken and applied correctly for task.' V • ^ 
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BLOCK OR DIVISION NUMBER; 7.6 T ULE; Accounting I (Continued) 

TASK NlffffiERt 7.04 T ITLE: Maintain Accounts Receivable and Payable Records. 

■ • * 

INSXRUCTIONAL OBJECnVE 7e04; How to Maintain Accounts Receivable and Payable 

Records . 

SKILLS: (Process (^jectlves) ' 



How to: 



7*041 - Check sales Invoices and purchase Invoice for accuracy/ 
7*042 Journalize accounts receij^able and accounts payable transactions. 
7.043- - Post to Indlvlci^l accoun^. 
7.044 - Post to control account. 

7e04S - Conq>lle schedule of accounts receivable and accounts payable. 

RELATED TECHNICAL ^INFORMATION: ' 

Basic accounting eqtiatlon. . . c 

- Journalizing. 
/ Posting procedures. 

^ Combination journal. . 

SUGGESTED INSTRUCTIONAL TIME: 7.04, 10 h ours, \ - 

REQUIRED PERFORMANCE STANDARDS: ' ' ; 

. Neatness and legibility required with accuracy In posting and calculations; 
applies required skills and relat^ed Information correctly. 



4 ; / - 7.05 - 



-BLOCK OR pinSiON NUMBER; 7.0 T ITLE; Accounting I (Continiled) 
TASK NUMBER: , 7,05 T ITLE : Prepare a Trial Balance, ■. ■ 



INSTRUCTlbMAL OBJECTIVE - 7,05 ; How to Prepare a Trial Balance, 



SKILLS: (Process Objectives) 
How to:. 

7.051 - Find account balance. 

7.052 - Record on forp. 

7.053 - Check equality of debit and credit. 
7.054vr Use steps to locate errors. 

7,055 - Correct errors, . 



' RELATED |e6iNICAL INFORMATION: 



- Format for trial balance, 

- Steps for locating and correcting ^errors . 

- Business Simulation - Part I* ^ / ' ^ 

SUGGESTED INSTRUCTIONAL TIME;^ 7,05> 20 htftirs. 



REQUIRED PERFORMANCE STANDARDS^: 



I 



Neatness and. legibility required with accuracy In calculations » applies skills 
and related technical Information correctly. . « j- - 



i 
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BLOCK OR DIVISION NUMBER: 7,0 T ITLE: Accouirt:lng I 



TASK NUMBER: 7.06 T ITLE: Maintain Checking Accounts, 
INSTRUCTIONAL OBJECTIVE - 7.06: Hov to Maintain Checking Accounts, 
SKILLS: (Procesis Objectives) 

How To: * - \ ^ 



7.061 - Handle deposits. \ 

7.062 - Write checks. \ 

7.063 - Complete check stubs A« 



\ 



RELATED TECHNICAL INFORMATION: 



- Need for basic *|wrltlngN^d arlthm^c skills. 
■ - Defj^iltion and burpose of checHlngXaccounts. 
% . Bank^ checking accomt policies va^ p^rocedures. 



-SUGCESTED kNSJ^CTIOlJAL TI^^ 7.06 , 



,\purs. 



REQyiRED PERFORMANCE STANDARDS: 



Nedtness and legibil^.ty : required with accuracy In calculations ; 
abl^lity to apply skills correctly. ^ 



t ! 4 - ..I 




nstrates 



V - ' 
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BLOCK OR DIVISIOK NUMBER; 7>0 T ITLE; J' Accounting I ' (Continued) 
TASK • NUMBER : ' 7/07 TITLE ; Reconcile a Bank Statement. 



INSaRUCTIONAL OBJECTIVE; 7>07; H^to Reconcile a Bank Statement. 

SKILLS; (Px:oce88 Objectives) 

Hov to: ' ^\ ■ ' • . ' 

7/^71" (kmpare cancelled checks with check stiibs. 
7.072 - ChecH for outstanding bjfti^ 

* 7.073 * Compare adjusted baldnce with adjusted check"" stub balance. 



RELATED TECHNICAL $FpRMATI( 

Steps used. In reconc^lng a b^^ statement. 

SUGGESTED /tNSTRUCTIONAL TIME: 7.07. 3 h ours. 



\ 



REQUIRED PERPOBHANCE STANDABDS: 

Accuracy in calculations, using proper steps in correct sequence. 




ERIC 
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- 7.08 - ' 

BLOCK OR DIVISION NUMBER; 7.0 T ITLE; Accounting I (Continued)- ' 
TASK NUMBER; 7.08 T ITLE; Prepare a Work Sh^et. ^ . 



: mSTBIICTIONAL OBJECTIVE - 7.08; How to Prepare a Work Sheet . ^ 

SKILLS: (Process Objectives) ^ 

How to: i y 

7.081 - Record trial balance on work sheet* 

7.082 T Make asset and expense adjustments. 

7*081 r Extend balance sheet Items and ^come statement amounts. 
7.084 - Find net Income or loss. • ' 

V . ■ 

RELATED tECHNlCAL INFORMATION; 

- Format for a work sheet. r 

■ . ' . ■ ' ■ ■ ■ ^ 
* ■ ■ ■ . ■ 

SUGGESTED INSTRUCTIONAL TPffi; 7. .08. 5 h ours. 

. * ■ ♦ 

REQUIRED PERFORMANCE' STANDARDi: 

Acci^acy in calQulations, applying proper procedurea^ in appropriate dequenc^. 
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BLOCK OR DIVISION NPMBER; J.O T ITLE; Accounting I (Continued) 

TASK NUMBER: 7,09 T ITLE; Prepare Financial Statements, 

INSTRUCTIONAL OBJECTIVE - 7.09: How to Prepare^ Financial Sta/eme^, 

SKILLS: (Process Objectives) 
^fiow to: ,1 

* 

7 • 091 - Prepare Income statement. / 

7.092 - Prepare capital statement* * . / 

7.093 - Prepare balance sheet. 



RELATED TECHNICAL INFOBMATION: ^ 

format for ea^ of the* above ^financial* statements < 
SUGGESTED INSTRUCTIONAL TIME: 7.09 / 5 h ours, ^ 

REQUIRED PERFORMANCE STANDARDS : ^ « 



-/ 

/ 

/ 



/ 



Neatness and accuracy required with accuracy In calculatlo^; using proper 
format for each action a^d applying required skills a^d related^ Information 
correctly, / ^ 



BLOCK OR DIVISION NllMBER; 7,0 T ITLE; Accounting I * (Continued) 
TASK NUMBER; 7,10 T ITLE: Jo^mtallze Adjusting and Closing Entries. 
INSTRUCTIONAL OBJECTIVE - 7. 10: Hov to Jburnallze Adjusting atid Closing Entries, 
SKILLS: (Process Objectives) * ' 

How to: - 

7.101 - Record^ the adjusting entries In the journal. 

7.102 - Record the closing entries In the* journal. 

7.103 - Post ^justing and closing entries. 

•* » ■ ■• 

RELATED TECHNICAL I^RMATION: 

Source of .Information for adjusting entries. . 
- Source of Information for closing entries. 

SUGGESTED INSTRUCTIONAL TIME: 7.10, 5 ^ urs. 

* ' , . . • • • 

REQUIRED PERFORMANCE STANDARDS: \ 



Neatness and legibility requlr^ with accuracy In calculations, utilizing proper 
information sources aQd applying required skills and Information correctly* 



BLOCK OR DIVISION ITOMBER; 7.0 / T ITLE; Accounting I (Continued) 
I4SK MDMBER! 7.11" _T ITLE.; Close the Lfedger. ^ 



INSTRUCTIONAL OBJECTIVE - 7 .1 1 : How to Close ' the Ledger . 

■ / ' • ■ ^ ^ 

SKILLS: (Process Objective^) 

How to: / . . ^ 

7.111--* Bal&^ce and .^le balance sheet accounts. 

7.112 - Close and rule income, cost, and e^ense accounts. 

7.113 - Prepare post-closlng trial balance. 

RELilTED TECHHICAL IMFOtlMAIION: 

^ Steps for balancing accounts • ' 

- Proper procedupre for ruling accounts. . - 

- Business Simulation Part XI. , 

SUGGESTED INjSTRUC^IONAL TIME: 7.11 , 15 h ours. 

REQUIRED PERFORMANCE STANDARDS: r ■ 

Neatness and legibility required with accuracy In'icalculations , using proper 
^' steps ^d procedures for actions l&idv^pplylng skills correctly. 

\ . ■ ■ 




BLOCK PR DIVISION NUMBER:; 7.0 TITLE; Accounting I (Continued) 
TASK NUMBER; 7 a2 T ITLE: Prepare Payroll Records. ^ 
INSTRUCTIONAL tIbjECTIVE - 7.12; How to Prepare Payroliy Records. 
-SKILLS: (Process Objectives) 
How to: • 




7.121 - Analyse time cards. 

7.122 - Prepariet the payroll register. 

7.123 - Ke£tp employees' records. 

7.124 - Pay. the payroll. ' 

7.125 - Journalize the payroll and the eiq^loyer's payroll taxes. 

7.126 - Pay taxes to state and federal governments. 

7.127 - Prepare payroll tax reports. 




RELATED TECHNICAL INFORMATION: 

~ Tax information aqd regulations for payroll sys gen ig. 
- Qiq)loyee8' withholding exeliq)tlon informatj 

SUGGESTED INSTRUCTIONAL TIME: 7.12. 10 , h ours. 

■ '■• ; . . ' .. . ^ : ■ 

REQUIRED PERFORMANCE STANDARDS: ' S5 

Neatness and legibility required with accuracy in calculations, demonstrating 
ability to apply required skills and related information' correctly . 



BLOCK OR DIVISION NUMBER; 7.0 T ITLE; - Accounting I (Continued) 

* 

1ASK MUMBER : 7 A3 T ITLE ; Special Journals . ' 

IXSTSUCXIONAL OBJECTIVES - 7>13: ' Howr to Use Purchases. Cash Payments t and 

ypuiwColuafi Cieneral Jouraal> 

SKILLS : (Process Objectives) 
Hov to: 

7.131 - Record purchase^ on account. 

7.132 - Post the purchase Journal. 

7.133 - Confute purchases discounts. 

7.134 - Becord cash pajrments. 

7.135 - Post cash p^noents journal. 

7.136 ** Record purchases returns and allowances. 

7.137 - Record. other miscellaneous transactions. 
-7.138 -'.Post four-column general Journal. 

BELATTO 1XCHMICAL blFORM^ION: 

Classification of transactions. . 
*. Format of journals. 

-yUse of subsidiary ledgers . 

SUGCBSTED IHSTRUCTlbNAL TIME: 7.13, . 5 h ours/ 



REQUIRED PERFORMANCE STANDARDS: 

Neatness and legibility required with accuracy In calculations, and the ability 
' to apply required skills and infdrmatlon correctly. 



t 



4 



- 7.14 - 



"BLOCK OE DIVISION IroiffiCTi; 7.0 T ITLE; " ' "Accou^^^^ I ^ " (Coniin'ued) 
TASK NUMBER; 7. 14 T ITLE; Special Journals ... ■ 



IHSTR0CTIOHAL OBJECTIVE - 7>U; Hov to. Use Sales, Cash Receipts, and Four- 

, Column General Journals 

SKILLS: > (Process Objecitlved) 

^ Hov to: 

7. 141 - Record sales on account. . 
7^142 - Post the sales journal. 

7.143 - Compete sales dlscouhts. ; ^ 

7. 144 Record cash receipt^. ' T 

7.145 - Post cash receipts journal*' ^ ' 

^ 7.146 Record sales returns an4 allovances* 
/ 7.147 * Record' either silscellaneous transactions. 
• 7.148 - Post the ^foi*r- column general journal. 

7.149 Complete accounting cycle. / ' ' 

llELikTED TECHNICAL INFORMATION: \ 



- Classification of transactions. 

- Format of journals. 

- Use of subsidiary ledgers. 

- Fotntat of voirk sheet. 
-Format of financial statements. 

- Project III. 



SUGGESTED INSTRUCTIONAL TIME : 7. 14 10 hours . 



REQUIRED PERFORMANCE^ STANDARDS: 



Neatness and legibility with accuracy in calculations and the ability to apply 
required skills and information. ^ ^ . 



V • 
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i , * . ' . - 7.15 - V 



BLOCK OR DIVISION NUMBER; .7.0 T ITLB! ' Accounting I (Continued) 

'USS^ WOMBKR; 7tl5 T ITLE : Maintain Petty Cash Account ^ 

INSTRDCTIONAL OBJECTIVE - 7.15: How to Maintain Petty Caah Account. 
SKILLS,: (Process Objectives-) 
Hov to: 

TilSl - Establish a petty cash account. . 
7.152 - Replenish a petty cash account. 

*fc - ' 

RELAiSd TECHNICAL INFOmilON: 



^ Use of vouchers and receipts. 



SU6GESIED raSTRIICTIOllAL TIME : ' 7.15 > 3 h ours . 



REQUIRED PERFORMANCE STANDARDS: 

-Accuracy in calculations applying « proper techniqiies^ correjctly arid accounting 
for all ejqpendltures/receipts in petty cash fund. T ^ ^j^j^ ^ 



- 7.16 - 



BLOCK OR DIVISION NUMBER; ^ 7.0 T ITLE; Accounting I (Continued) 
TASK NUMBER : 7.16 T ITLE; Maintain Caah Register System Records (6310) 
INSTRDCTICHIAL OBJECTIVE - 7.16 ; How to Record Cash Register TrAsactlons. 



SKILLS: (Process Objectives) — v 

Bofv To: ^ \ 

7.161 -.Record transactions In a cash register system. 

7.162 - Prove cash using this system. 



RELAtED TECBVICAL INFORM/ITION: 

-^Cash proof and balance slip. 

/ . . • • .. . , . 

SUGGESTED INSTRUCTIONAL TIME; 7.16. 2 h ours. 



REOUXRED PERFORMANCE STANDARDS: 



Neatness and legibility required with accura<^if^calclrlations) and applying 
the proper procedures correctly. j ' '- 



o ■ 
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BLOCK OR DIVISION NUMBER: 7.0 T ITLE; Accounting I 



TASK NUMBBRI 7.17 TITLE : 



Maintain Sales Tax Records. 

I . ^l I- ■ I.I. I I I 



INSTRUCTIOHAL-OBJECTIVE - 7. 17; How' te Maintain Sales Tax Records . 
SKILLS; (process Objectives) «v 
How to: ' 

?• 171 - Compute sales t^x and read, sales tax tables. 
7.172 - Journalize charge and cash sales with sales tax. 
7«173 - Fay sales taxes to the government. 



RELATED TECHNICAL INFOIOV^ION: ^ 
- Sales tax tables. 

SUGGESTED INSTRUCTIONAL TIME; 7.17, 5 hours.' 



\ ■ ■ . . • ■ ■ • . 

REQUIRED PERFORMANCE STANDARD^: 

Neatness and legibility required with accuracy In calculations arid the 
ability to apply required skills correctly •> 



BLOCK OR DIVISION NUMBER; 7.0 T ITLE; Accounting I (Cofllnued) 

TASK NUMBER; 7.18 T ITLE; Compute and Record Bad Debts. \ 

INSTRUCTIONAL O^CTIVE - 7.18; How to Compute and Record Bad Debts. 

SKILLS: (Process Objectives) 

How to: 

7.181 - Estimate bad debts. % 

7.182 - Journalize transactions for bad debts* 

7. 183 - Determine and write off bad debts. 

RELATED TECHNICAL IHFORMAIION: 

. ■ ■ ■■ '• y 

- Methods for estimating bad debts. 

' s 

SUGGESTED INSTRUCTIONAL, TIME; 7.18> 5 h ours. 
# REQUIRED PERFORMANCE STANDARDS: 



J 



Ne'atni^ss and legibility of records with accuracy in^ calculations and the 
abj.lj^ty to apply required skills and infoi^ination correctly. 



- 7,19 - 



BLOCK OR DIVISION NUMBER: 7.0 T ITLE; Accounting I 



(Continued) 



TASK NUMBER; 7,19 T ITLE; Determine Depreciation and Disposal of Plant Assets . 

INSTRUCTIONAL OBJECTIVE - 7 ♦ 19 r .Hov to Determine Depreciation and- Disposal of 

Plant Assets. 

SKILLS: (Process Objectives) 



1km to: 

7.191 - Determine and record the amouxlk of depreciation expense. 
7^192 - Cotq>ute book value of a plant asset. 

7.193 - Record the scrapping op^sale of plant assets. 

7.194 - Record the ttadlng of/plant assets. 



RELATED TECHNICAL INFORMATION 



4 



" Three methods. of disposing 
SUGGESTED INSTRUCTIONAL, TIME:' 
BEQUlkfo PERFORMANCE mNDARDS: 




Neatness and legibility of work required with accuracy in calculations^ and 
the abll|.ty to apply' skills and Information correctly. 



4 



4. 
•4 
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BLOCK PR DIVISION NUMBER; 7.0 T ITLE; Accoxmtlng I (Continued) 

TASK NUMBER; 7.20 T ITLE: Handle Notes and Interest. 

INSTRUCTIONAL dBJEGTIVE - 7.20: How to Handle Notes and Interest. 



SKILLS'; (Process Objectives) 
How to: ^ 
7 •201 - Figure the due date. 

7.202 - Compute Interest with and without Interest tables. 

7.203 *- Record all entries pertaining to notes. 

REIATEb TECaiNICAL INFORMATION: 

*- Use of calendar in computing due date. 
- Definition of terms. 

SUGGESTED. INSTRUCTIONAL TIME: 7.20, 7 h ours. 



REQUIRED PERF0RMAN<;E STANDARDS: 



a^i 



\ Neatness and legibility of work required with accuracy in calculations and 
^^ility to apply skills and related Information correctly. . 



- 7.21 - 

BLOCK OR DIVISION NUMBER; 7.0 T ITLE; Accounting I (Continued) 

TASK NUMBER: 7.21 T ITLE; Use the Accrual Accounting System. 

INSTRUCTIONMi OBJECTIVE - 7.21 ; How Co Compute Accrued Income and Expenses 
SKILLS: (Process Objectives) 

\ 

Bow to: 

' 7*211 - Compute and record accrued income an'd expenses 

7.212 - Record reversing en 

7.213 - Post above entries. 



7.212 - Record reversing entries for accrtials. 



RELATED TECHNICAL INFORMATION: 

7 Amount of Interest accrued needed fqr adjusting and Reversing entries. 

: ^. \ ^ . ' . 

SUGGESTED INSTRUCTIONAL TIME: 7.21, 5 h oiirs. 

UODIBEO FERFOUUNCE STiOIDAIIIlS: *^ 

Neatness aa<f legibility of work required with accuracy In JIalculatlons and the 
ability to apply skills and related technical :^nformatlpn correctly. 




BLOCK OR DIVISION NUMBER; 7,0 T ITLE: Accounting I (Continued) 

TASK NUMBER: 7,22 T gtLE: ' Uae Automafd Data Proceaslng ancM^ncQts (6310) , 

rajlRUCTIONAL OBJECTIVE - 7,22: How to Use Automated Data Proceaalng and Concepts 

In Record Keeplni|. 

SKILLS: (Proceaa Objectlvea) 
How toi ^ r ^ 

/ 7.221 Describe the^cbncepta of ADP. 

7.222 - Prepare a chart of accounts for ADP. 

7.223 - Prepare necessary forms for ADP. 

7.224 * Analyze; punch cards. 

RELATED TECHNICAL INFORM/^TION: i 

- Maniml system accounting cycle. ^ 

- Daflnltion of ADP ttm. , 
ll,oHr chart symbols . 

SUGGESTED mSTRUCTIONAL TIME: 7.22, 8 h ours. (Introductory only) 

REQUIRED FERFORHANCE STANDARDS: , 

Neatness and legibility required with accuracy and use of form^ recording ^ 
Infonaatlon; applies skills and related technical information correctly. 



TB8T ITBM8 



BLOCK OR DIVISION HDMBER; 7 .0 T ITLE? itccount Ing I 
TASKS: 7.01 through 7.22 



Given quftstlons and problems covering the basic operations Included In each task, 
the students will satisfactorily answer questions and complete operational f unc- 
tions # SOX accuracy Is considered as minimum acceptable score for job qualifica- 
tion or advanced credit. 



-« 7.24 - 



^ BQUIFMENT LIST 

BLOCK OR DIVISION i 4^ TITLg^ Accountinn I 



TASKS: 7,01 through 7.22 



On* adding machine for every three students. 
Overhead projector. 



7 




/ 
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- 8.00 - 

ARTZCUUTION RESEARCH PROJECT 
IMSTRUCTIOIAL GUIDE . 

PIOORAMt BxACutlv* S«cr«tar^ (DCC T030) «Qd'^t«nogr«ph«r (High School) 
CtmSMi Off Ic^ Proc«durM <0f f i<» Pifaeticft-Bloek a.a> 

COURSE DESCRIPTION: D^partaent of Ptibllc lAttttuct Ion 6410 ^ Office Practlc« 

(Included In 6410 & 6431) 
DcpartMnC df CooBimlty CoXlegaa - BUS 214 - Of flea Procedures 

BUS 2lS - Of flea Applications 

INSTRUCTIONAL HOURS t High Schoola - 180 or 360 houra 

CC/TI - 143 houra 

INSTRUCTIONAL OBJECTIVES: \ 

^ - > ■ * ' • 

la To inform the learner regarding certain coimon responsibilities of a secretary ^ 
iincountered during the vork day. Thm Include the. folloving: receptionist 
duties, handling the mail, telephone techniques, obtaining travel Information, 
(ktocessing telegriias, maintaining office records, handling purchasing of office 
supplies, recoansnding office organisation ,l handling insurance clainis, and cor- 
respondence, plus taking didtation^ typing and records management. (CC/TI 
allocates 55 hours; the high schools allocate part of 90 to 240 hours.) 

2« To provide the learner with an opportunity foir practical work application . In a^ ^.^k 
actual or simulated office enyironment. (CC/TI allocates approximately 88 hours 
t^the foregoing, 90 to 240 hours allocated to the secondary schools for of flee 
procedures.) 

3. This block of Instruction is also currsintly used by the hlg^ schools to present 
initial instruction contained in Blocks 1.0 (Personal Development, 2*5 (Records 
Ksnagemsnt), 3.0 (Business Machines-Calculating), and 4.0 (BMSlness Hachlnes- 
Seproduction) , concurrently with the application of the skills acquired In com- 
pleted blocks of instruction. Approximately 1 20 hours from this block should 
be devoted to instruction in the blocks listed above by the high schools if not 
tatight independently ot ii^ller in the program. 

JOB QUALIFICATIONS: ^ ^ 

Successful completion of, this block plus the preceding blocks of the program provl des 
the CC/TI graduate with the Ina^ruction required for qualification as an executive 
secretary. The hig^ school ^tudeht who completes all high school taught courses 
(blo^) has demonstrated the skills required for qualification as a stenographer. 
Job 4uallfication to be determined by applied performance testing. ^ 

PREREQUISITES: 

Hi^ Sdiools: Typing I (others depend on career objectives). 
CC/TI: The learner should have success fiaiy completed all other blocks of 
instruction in the- Kxeciitive Secretary program. 

* J5S. 



^ PBRlOlMMiCB EVALUATIONS 

8m tk%t ttnm provided with j)rttc«dlng blocks of ' Instruction, plus the sccrettsrlal^ 
dutlss tost Itsas with this. block. Employmsnt of Joint test teams recommended to 
determine Jbb qualification as well as high school work to be applied for. advanced 

. at the post-^secpndary level* _ 

■' ■ . . ■« ' 1 • , 

EQUIPMENT: $ea attached equipment list. 




\ 
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ARTICULATION RESEARCH PROJECT 
INSTRUCTIONAL OBJECTIVES 



SECRETARIAL SCIENCE 




BLOCK OR DIVISION NUMBER! 8,0 T ITLE; Office Procedures (Office Prectlce) 

TASK NUMBERt '8.01 T ITLE; Perform Limited, HoiwkeepinR Related to Office Equip- 
ment t Supplies and Office Decor . 
INSTRUCTIONAL OBJECTIVE - 8.01; How to Perform Limited Houskeepina Related to 

Office Equipment, Supplies, and Office Dfceor. 

SKILLS ; (Process pb J ec tlvejB ) 

How to; 
* ' ■. ^« . 

8e0ll,- Perform duties as situations demand. 
^ * 8.012 - Maintain an orderly desk and supply area. 

8e013 - Keep equipment clean end In running order* * 

RELATED TECHNICAL INFORMATION: 

- Machine parts. 

- Types of cleaning materials 
^ - Making coffee. 

SUGGESTED INSTRUCTIONAL TIME: 8.01. 2 h ours. 

Mote: Additional time for practical vork apjQlcatlon is provided In Office 
Application - Tasks 8.11-8.19. « 

ABLATED GENERAL INFORMATION: 

A recent national study of the normal dally tasks performed by the 
average secretary determined that 3 areais of performance requirements 
were paramount » e.g.: Typing, Communication » and Records Management. 

VOCATIONAL GUIDANCE: 

The secretary's duties may vary widely in many offices fpom a limited number 
of duties performed for one or more persons to a wide vMiety performed by 
an executive secretary who jsnay act as an executive assl^ant to the executive 
to whom assigned. Under such conditions ^ the secretary may, have certain super- 
visory or managerial functions. 

REQUIRED PERFORMANCE STANDARDS: ' * 

Demonetrates ability to pea;^rm designated aasks in an organized manner. 
Follows .manufacturer's specilhli^a^lons in operatoz^ care of equipment. 
Maintains a neat^^ orderly wo rk.^^ea*_L^ _ ^r:: ' _ 
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- 8.03 - 



) 




■LOCK OR DIVISIOM NUKBERt 8.0 tlTLBi Oif^^ p)Ctduto ^ (Office Pract lca) (con't.) 

TUSK I^UMBBRi 8.02 TITLE t Procew Mall, 
INSTRUCTIONAL OBJBCTIVB -;8.02i Hov to Proc<g> Mall. 
SKILLS t (Pxooass ObjaotlvaaJ^ 

8.021 - How to usa a ZlP^ode dlractory. i 

8.022 - How to astablltth and revlaw Incoming and outgoing mail ptocadures. 

8.023 - How to forward mail. / v ' > 

8.024 - How to racalve and placd telagrama and cablagrama. 

8.025 - How to procesa Inaured mall, reglatared mail, and certified mail* 

8.026 - How to weigh items and use correct postage. 

8.027 - How to date and stamp Incoming mal^ . 

8.028 - How to route mall. 

8.029 - How to wrap# tie, and labe^ packages. 

RELATED TECHNICAL INFORMATIONS 
-* Common postal regulations. 



SUGGESTED INSTRUCTIONAL TIME: 8.02, 5 hours > 

Note: Additional time for practical work application is provided In Office 
Application - Tasks 8.11-8.19. 




Required Perfof^ance Standards: 



• Demonstrates aibility to identify and list the different major mail classifications 
^d state their use. / 

- Demonstrates aUbllity to 'sort incoming mail according to personal and official, to 
prepare official executive correspondence f^r scrutiny by the executive/ and route 
appropriate iteifis to the staff. 

- Demonstrates ability to prepare different classifications of mail for mailing* 

- Can use postal scales to determine postage, required for specific mail item. 
-Demonstrates ability to use ZIP Code Catalog. 



- 8.04 - 



BLOCK OR DIVISION NUMBER I 8.0 ' TITUSi Offlcg Proc«dur«« (Office PractlcQ (cont'd. ) 



TASK NUNBBRt 8.031 



.TITLB.I 



Make Appointnwnf . 



OBJECTIVB - a. 031 1 _ How to Make ApTOlntmenf . 
ttCILLSi (Process Objactlvss) • 

8.0311 - How to schedule appointments. 

8«0312 - Kov to maintain a calendar of appointments. 

8.0313 - How ^t6 handle cancellations. 

8.0314 How to arrange for special facilities. 

8.0315 - How to greet visitors. 

8.0316 - How to keep a record of all callers. 

8.0317 - How to handle difficult callers, 
^.0318 - How to handle appointment delays. 

8.0319 - How to aid employer in maintaining planned schedule. 



< 



RELATED TECHNICAL INFORMATION! 



SUGGBSTED INSTRUCTIONAL TIME: 



8.031, . 3 hours. 



Note: Additional time' for practical work application Is provided In Office 
Applictttion - Tasks 8.11 through 8.19. 

Required Performance Standards: I 

- Demonstrates aMlity to make appointments for employer and to keep an appointment 
calendar - Who? What? Where? When? Why? - 

- Keeps employer's personal appointment calendar up-to-date, with pertinent informa- 
tion. 
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- 8.01 - 

BLOCK OR DIVISION NIJMBER| % 8.0 T ITLE: Otf^c^ Proc«dur«» (Ofgi^a Pradtlca^ CC ontlnuia 
TASK NUMBER: 8.032 T ITLE! V^m TaXaphona and RaUy Infomatlon — DlfCfd. 
ySTRUCTIONAL OBJECTIVE - 8.03^ N-Hqw to Uaa Talephone and Ralay Inforaatlon. 
SKILLS: (Procaaa Objactlvea) 

How to : ) ' 

8.0321 - Maintain Informaeion to be relayed. * ^ 

8.0322 - Use telephone for local calls. • 

8.0323 - MAke long distance callt. ' " / ' 
ir^ • 8.0324 - Handle difficult callers; . . " ^ ^ 

8.0325 - Use telephone dlreuctojry. ^ » 

JktAJTED TECHNICAL INF^ORMATiON: . ' ^ * / 

- Telephone courtesy . % 

- Telephone directory contents. 

- Purpose and use of yellow p^ges. 

- Telephone signals (busy » off hook-, etta) 



SUGGESTED INSTRUCTIOHAL TIME: 8.032: 



hours . 



Note: Additional tlmd for practical in^tk appllc|rt:lon la provided In Office 
Application - Tasks^S.U |:tirough 8.19. / 

BEQUIREO PERFORMANCE STANDARDS: ^ , 

- Demonstrated ability to receive and relay a telephoi^e or other verbal message 
^ with lOOI accuracy. . 

- DeiDohstrates ability to find required information in telephone directory with ^ 
lOOX accuracy. ' ^ 

^ Follows correct telephdne procedures* 

- Locates and iises correct dialing information in making various long distance 
calls. . 
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BLOCK OR DIVISIOH^NUMBER; 8.0 TITEEzQf flee Procedures (Office Practice) (cont'd- ) 



TASK NUMBER: 04 TITLE: Requisition Supplies and Equipment. ' 

INSTRUCTIONRL OBJECTIVE - 8.04: How t^Requisition Off ice Supplies and Equipment. 
SKILLS ty^Process. Ob jectiv^^ 

8.041 - How to fill out requisition form. 

8.042 - How to locate supply catalog information.' " ' 

8.043 - How. to channel requisition to proper office. 



RELATED TECHNICAL INFORMATION : . 

* - Iiif ormatiori "nojanally required on formal supply and material^ requisitions^,. 

'SUGGESTED INSTRUCriONAL TDffi: 8.04, 1- 5 hours. 

• Note: Additional time for practical work application is provided in Office 
\ Application - Tasks 8.11 through 8»19. ' 

■ . \ " ' - ■ '^ir; t : ' : .fi-: ^ ^ : ' ■ . ; ' : 

Required Performance Standards: ' y. 




- Demon3trates^ ability, to ufee. office supply^.l^fej^iisition catalog with 100% ac^curacy. 

- Demonstrates ability to fill out su)pj;ily requl^sition form or purchase order, 
neain^^ with 10 Q% accuracy for item identification and quantity required. % Carbon 
copies legible. Keeps copy for file. \ 



- 8.07 - 



BLOCK OR DIVISION NUMBER: 8^ 0 ^ TITLE: Office Procedurg^ (Office Pra ctice (con't.) 
TASiCrNUMBER: . 8 ,.Q5 TITIiEr ^ Maintain inventory of Ecruipment and Consumables in Office. 



INStROCTIONi^L OBJECTIVE - 8.05: Hov to^Maintain Inventory of Equipment and Consumables An 

Office. 

SKILLS; (Process Objectives) 

8.051 - How to keep- perpetual inventories. 

8.052 How to .take physical inventories / 



RELATED TECHNICAL INFORMATION: 
- Purpose of, inventories. 



SUGGESTED INSTRUCTIONAL' TIME: 



8.05^ 1-2 hours. 



lo'te: Additional time for practical work application is provided in Office 
Application - Tasks 8ril through 8.19. 

Requilred J?erf ormance 

- Identifies equipment item;s lisijbed on inventory cards with 90% accuracy and m^ikes 
' a 100% accurate count.. V ' 

Picks uj>>imiisted items on .inventory cards with proper nomenclature and serial 
number. / * : . * * ^ - ' 
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■ - 8.08 - • 

, ;. ■ . , ■ ■ ■ .r . . . . , -\ ■ , . ■ , - , ■ ; • 

, BLOCK OR DIVISION NUMBER: 8.0 T ITLE; Office Procedures (Office Practice) CCo ntlnued) 
TASK ITOMBgR; 8.061 T ITLE; Keep Petty Cash A ^ 
INSTRUCTIONAL OB^TECTIVE - 8,061; Hov to Maintain Petty Cash Accoimt. 
SKILLS: (Process Ol^ectives) / . ^ 

How to; . ' ^' ■ . - ^ ■ . ' ' .- " ■ 

8.0611 - Establish the petty cash fund. ^ 
"8.0612 - Make payment? from the fun4• 
8.0613 Replenish the fund. 

8.0614 - Keep legible and accurate records. * 
SUGGESTED INSTRUCTIONAi: TIME; 8.061> 3-5 h ours. 

Note: Additional time for practical work application is provided In Office 
Applipatlon'r- Ta^ks 8.11 'through 8.19. 

REQUIRED .PERFORMANCE STANDARDS: ^ t 

: * — Demonstrates ability to^ maintain: a heat, jlegible petty cash fund record with 
, appropriate info rmai^ion and supporting vopichers according to stait3air;u Hook- 
keeping proceduries. lOOZ accuracy in iten^^^Nitered' and able to balance ;&ccoiiat.| 
iPemonstrates ability to write a check and make stub entries with l<)0% accurac3f^ 
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1^ • % * -'8.09- ' ' •. 

BLOCK OR DIVISION NUMBER: 8«6 T ITLE; Of flee .Procedures '(Of flee Practice) (Co ntinued) 
■ . • ■ - . ' ' 

TASK NUMBER; 8v062 T ITLE: Perform Personal Duties for Employer When Necessary^ . 

and Ethical. 



INSTRUCTIONAL OBJECTIVE -:^,062t How to ^Perform Personal Duties for Etaployer 

When Necessq.|ry and Ethical.. . ft 



SKILLI^ (ProcesisObj^tives) 

How to: . . , . ; .; , , . ■ . ■ ■ . - , 

«21''-- lfaintaln employees bxisiness related c^^ / 
2^ - Make Coffee wh'en in job description. , v 

23 - Perform business related employers personal services (erraijds, shopping, 
bill paying, etc.). ^ - 

RELATED TECHNICAL INFORMATtON: ■ , 

^ ; ^ ■■ ' ' ' - . ' : : 

" - Business ethics., ^. ^ 

\» - Personal ediics. ; * -^^ ,r • " . . 

' - Confidentiality. .-^ ' \ " 



SUGGESTED INSTRUCTIONAJ- TIME: 8.062 « 5-10 hours. 



Notes 1 ^Additional time for practical/work application is provided 
*Appiication - Tasks 8.11 through 8*19. 

■■■■ ' ^ 

REQUIRED PERFORMANCESSTANDARDS: 



.1 

Personal obsefrVatioii of poise and attitudj 



I 



BIXX:k ORiaviSl«N number: 8.0 : TITLE: Office Proced u tes (Office Prac tice (con^.) 

TASK NUMBBR: - 8.07 TITLE; . ^Maintain Record of Events and' Changes in Policies ^ 
, . and- ProCiedure5.> \ 



INSTIIUCTIONAL OBJECIJJEVE 8-07: How-to Maintain Record of Events and Changes In 

1 . . < ^ ^Ppllcies and Procedures . ' • • ■ . " ■" - ' '. " 

' " y ..8 - ^ — ^ ■ - ■ ■ • ,/ 

^ICILLS: (Process Objectiy^^) . y t;^ 

8.071 How to maintain current records of-jpolicies. 

8.072 - How* to record ail changes in exisln^ng policies and procedures. 



RELATED TECHNICAL INPdRMATIiDN : 
^ . - De^flnltion of ^policies. 



SUGGESTED llJgTRUCTlONAL TIMBJ: 8.07, 2-^5 hours. 

■ ' - . ' ' ' ' " ■ " * ■ 

Note: Additional time for practical work application is provided in Office 
Application - Taskfll 8. llgfthrough 8.19. / 



Required Performance Standards.: ^' 

^ Demonstrates ability to keep an activity log. of eveAts with 90% accuracy 

(visitors,, actions, off icial phonfe^CallSr etc. ) 
- Depionstrates ability to make policy and procedures file changes and ke^p 

rt current - &0% acctiracy. ' . 



BLOC* OR DmSION NUMBER: 8*0 T ITLE ; Office Procedures' (Office Practice) (Continued) 

~ ' "7 

TASK NUMBfeRj 8,08 T ITLE: Perform Reeeptloulst Duties. ' 

INSTRUCTIONAi OBJECTIVE - 8.08: How to Perform Recept:lonl8t Duties, * 
: SltlLL^: ^Process Objectives^ y * 

- • - .How. to:- ^ * r'v'\ ' 

8.081 -Greet callers. . ^ 

8.082/- Display pjop^t speech |iablts. [ 
, ■ • 8.083 - Maintain a proper appe/araiice. 

8.084 - Handle incoming phbiie calls and record outgoing calls." 
; ^.085 - Give directions clearly to different locations. 

8.086 - Per fojnmT^rieral office dufcfes. ' 

8.087 - Handle difficult call^xs. • 

8.088 - Work PBX (Desk type switchboard). 

REi^TED-TEO^ . , . 

-Importance of good personal appearance. * 

- The organization .image. 

- Receptionist functions. \ 

- Making and serving coffee. ' ^ ' . 

- Switchboard ^ 

. . > '■ ■ ' . . 

SUGGESTED INSTRUCTIONAL TIME r 8.0 8 5 hours. ■ 

Note: Additional time for practical work application is provided in Of f ice 
Application - Tasks 8. 11 through 8.19. , 

REQUIRI;D PERFORMANCE STANDARDS: 

- Maintains person and woxlT area in ne^t, organize manner. 

- Demonstrates courteous, pleasant, and helpful attitude with visitors. 

- Announces visitors to employer by name and firm or title with 100% accuracy.. 

- Demonstrates courteous and .proper telephone procedures. 

- Gives simply directions to|^specif^|^|Ef ice accurately. 




- - .8.12 - 

BlOCK OR DIVISION ^MB^: 8.0 , TITLE : Officii Procedurca (Office Practl cfeXcont 'd. ) 

TASK NDMBER; 09 TITLE: Supervise O&er Employees » When Require^, 

INSTRUCTIONJ^'VOBJTB^ - 8.09: How ]bo Supervi^^Other Employees. 
SKILliS: (Process Objectives) 

' ■" . . , ^ ■ • * . ■ ■'••.■>■ * ' . ■ 

8 •091 - How to plan and execute tasks. . 
'■'•\ %.092^, Ho% to ptactice' ef fective commiinication. 

8.093 - How to keep abreast of current events and inhbyatidnfe . 

8.094 - How to tactfully give cpnstructi\wr criticism. <^ ^ 

8.095 - How to hfiuidle conflicts betweien subordinates ' ^ 

8.096 - How to (Coordinate activities among subordinates and assign tasks. 
* 8.097 - How to perform pers^jtmel evaluation objectively. 

REIATOD rteCHNlGAL INFORMATION:' " ' ' ^ 




SUGGESTED INSTRUCTIONAL TIME: 8,09, 2 hours. ; 

Note: Additional time for practical work application Is' provided in Off ice 
Application - Tasks 8.11 through 8.19* 

Requ ir ed Per f ormanc e S tandar ds : 



- Demonstrates cd>ility to give work instructions in a clear r uncomplicated manner. 
-Avoids display of favoritism or bias in dealing with subordinates. 

r-^ M«Uce8 fair work , assignments according to abilities and work loads. 

Demonstrates ability to v\ake constructive criticism in a tactful manner. 
~ Demonstrates ability to maintain order' and resolve, minor conflicts. 

- Coordinates actions as necessary with other of ficel activities* 

^ Requires maintenance 6f establishe;^.^^d ariteiinced woiik performance and office 
personal conduqt standards. 
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BUOCK, OR DIVISION NUMBER: 8.0 • TITLfii Office Procedures (Of fifefc Practice) (con't.) 

■ ■ " * ^- • • f • 

TASK NUMBER: 8,10 TITLE : Arrange Business ^Social Activities > ^ 
INSTRUCTIONAL OBJECTIVE - 8,10; How to Arrange Business Social Activities* . 
.SKILLS: (Process Objectives) * -^^ ^ * 



8.101 ^ How to plan a menu for business luncheons and dinners - 

8.102 -How to accept or refuse invitations (formal and informal). 
"B.103 - How to make reservations. 

8.104 - How to pi em seating arrai)geme;nts • . - • 

/ 8.105 - How to plan a business reception. . 

8.106 - How tb imake a. budget for iSuffiiless social ^vents. 

.% • \ • ■ ' • ' • ; - 

RELATED TECHNICAL INFORMATION: 

< 



, - Forms for extending invitations. ' . 

• ■ ■ - » , . ■ ■ • 

SUGGESTED INSTRUCTIONAL TIME: 8.10, 5-7 h&vxs. 

"^Note: Additlonal'time for practical work application is provided in Office^ 
^ Application -Tasks 8.11 through 8-19. 

Requiired Performance Standards: • ' 

- Demonstrates edDilitv to plan a business luncheon for the nuniber of. persons to.be 

• 7 ' invited, to issue accurate invitcitions, and 'stay within authorized budget. 

,/ (Requests guidance 6n employer's desires, ineJces reservations at desired luncheon 

y location, plans meal w;itfh. caterer and makes seating arrangement and issues invita- 

/ tions with who, what, where, when and why information. Cancels reservations for 

. Regrets; checks and approves luncheon ^bill for payment.) 
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• - 8.14 - 

SECHETARIAL SCIENC^ 
TEST ITEMS 



BLOCK OR DIVISION l^JMBER: 8.0 T ITLE: Office Procedures (Office Practice) 

8.01 ^4^ven a desk with normal secretarial equipment and items, the leafS&r will 
V arrange his work station to predent ia neat , orderly appearanceV 
Standard: 'Neat and orderly work station. 




8.02 Given a variety of incoming and outgoing mail itfems, the learner will, daiijpn-^ 
sinrate his ability to procesis both incoming and ^outgoing mail, including . 
letteriB and, packages. 

Standard: Must meet postal ^regulations for outgoing mail, sorts, opens ^ 
and routes official mail correctly. " v 

8. 03 1 Given a calendar, a list of callers and cancellations, the learner will 
* prepare a C£iiendar of appointments for one day. 

" Standard: 100% accuracy', tfeathess applies , li'sts appointmepts' in time ^ 
d^quence, enters information on supeifvisor *s calendar. ^ 

8.032 Giv^a telephone, note pad, and pencil, a student will write two telephone 
mdBsages receiyed over the telephone, will ^oprard it to another person. 
Swndards: 100% accuracy neatness and legibility apply • 

8 • 032 *Give^ a telephone with direct dialing capability ,^ telephone directory and 

the name -of a f irm dr individual to be called that requires a lon^g distances - 
call, find the proper telephone number and place a direct dial call to the 
party desired. 

Standard: Student 4emonstrates ability to use telephone directory and dials 
the desired^nuifiber' correctly , first time. 

8.04 The learner given a typewriter; era^ser^ a list of items to be purchased and ■* 
a list of itemd( to be shipped, plus three purchase order form^, and three 
I shipping order forms will type correctly three shipping orders for equipment 

^ ' . ' ■ and supplies, plus three purchase orders for. items of office supplies and 
equipment •from th1?ee different suppliers. ' ^ 

Standard: 100%^ accuracy in items and: information listed, neatness and 
' organisation apply;' uses proper forM and 

. 8.05 Given a set of prepared inventory cards,-blank inventory cards, and equipment 
in the immediate office, the student.will verify the accuracy of the inveri-/ 

' tory' cards ^. and m^ke necessary changes . : ' ' - , . ^ ' - 

St^todard : ^l00% accura,cy, new -ca/rds neat and legible;*' * ' ' / 

8.06 Given a«44.st of petty cash vouchers, the leairner wil^ sort ^ Summarisse, and 
replenish the petty cash fund. 

' - StanHard: 90% accuracy in calculations, entries neat and legible, following 
required procedures in proper sequence. / 

8.07 None. V , ; ' ' j ^ 



r8.0^ Given a receptionist a^sTg^unent, work Nation and situation calling for actiqn, 

the learner will demonstrate his ability to perform recepti^tiist duties. 
Q Standards: Meet^ acceptable startdards of personality, courtesy, poise, speaks 

clearly, gets.nades accurately , and gives accurate directions. (Teacher ^ 

' " " 172 



evaluation.) ^ 



Given supervisory responamSmtles, the learner will supervise a classroom 
or other work activity situation for one. class period. / 
Standards: (Teacher acceptance) maintains order » assies tasks^ fairly »^ 
requires hl^ . jmrf ormance akandarcjbst keeps accurate^ organized legible 
records « r . , . 

Given a ri&qulrement to atrange a business luncheon with neces8f|ry information 
the learner will plan and make necessary arrangemients for th^ luncheon. 
Standard^:^ 90% accuracy in planning a balanced light li^cheon, determines 
location;;^ the guest list and special considerations ^ prepared place cardsy^ 
plans seating arrangement ^ informs caterer- or eating establishment of re- 
quirements and time, iiMues invitations to guests. , " 



. .- 8.16'- • ■ ■ ■■ *, 

.. ' . • ' f 

ARTICULATION RESEARCH PROJECT 
Secretarial Science (Stenographer and Executive Secretary) ' 

Block 8.0 - Office Procedures (Of flee 'Occi^ation& or Simulated 

Office Training) T 



• This pdrtion of the block' serves several purposes. Jn the high scljiools 

approximately . 90 to 120 hours are normally devoted to initial instruction and practical 
work in Personal Development (1.0), Filing f2.S) , Business Machines [Calculating] (3.0)/ 
Business Machines I Reproduction) (4.0 The balance of 

the tijne allocated is used to provide the student with practical ^woyk application, in a 
simulated office environment, for all occupational, courses taught in the articulajted 
business ^ducatioij programs. James Sprunt Institute on the othelt hand uses g hours per 
^eek of the time allocated to this block to provide the secretarial students with Victual 
" work experience outside of the classroom, with the opportunity/for practical application 
of skills and knowledges previously learned. ^'^'^^ 

*'■(.,' . . ■ « 

TASK LISTING AND INSTRUCTIONAL OBJECTIVES GUIDE 
Task ■ ■ ' . 

-5 ^ 



8.11 ^ Practice Personal Development ' 

Instructional Objective: 8.11 - Ap^>ly appropriate practices of personal 
development in an office environment. twhere appropriate, the student 
will be provided the necessary instruction basfed uppri Block 1.0, prior to 
practical work phase.) See Note (2) . - 

Process Objective: See Block 1.0 - Personal Development 

' ■- ■ ■ ■ ' ■■' ■ • , " 

Relatedl Technical Information: See Block 1.0 - Personal Development 

' , '' ' ' 

• Stfimdards: Performance to Business Office Standards. 

/' ■ ' • . ■ ' . . ' » 

8.12 - Perform Typing* Requirements 

Instructional Objective; 8.12 - Student will be given op'porttinity tp per^ 
form various real typing tasks for diffOkrenjt persons, in an office 'environ-^ 
1 ment and produce mailable copy. See Not;e (1) . 

. ■ ■ • ■ - ,1 . . 

Process Objective: See Block 2,0 and 5.0 - Typing ^ / . • 

Related Technical Iniformation: See Block 2.0 and 5;0 - Typing 

•Standards: * See Block 2.0 and 5.0 - Typing " ^ 
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- 8.17 - 

Task ♦ 

■ r \ : 

. 8.13' ~ ^er^orm Filing Tasks ' , ' 

i. Instructional Objective: 8.13 - Student will be given opportunity to 

/•perform a Variety of ?eal f iling't^sksv as require<3^, in a school or other 
office, or a^ simulated office environment. (Where* appropriate "the student 
^ will be provided th^ necessary instruction on Filing procecjures based upon "V 

^1^- . ^Block 2p5, prior to the practice work phase.) -See Note (2). 

■. \ ^ - ■ , ■ - •. . ' . ■ . , • ' ^ 

^ Process Objectives: See Block 2.5 - Records Management 

Related Technical Infotinationt See Block 2.5 Records Management 
Standards: See Block^ 2.5 - Records Management 

8.14 - Use Business Machines rCalculal:ing] to Perform Required Matheipatical Tasks 

Instructional Objective:, ;8^4 - Student will be given opportunity to . 
\ acquire, additional skill witb business machines fcj^iculating] , by perform- 
ing a variety of real mactj|^^ with the machines, in a school or 
>' other office, or a simula^^^ environment.^^ (Where appropriate the ^ 
student'willHbe provided ins trlact^^ objectives specified in 
Block 3. a, ,|>rior to the practical wo i^Kphase.) See Note (2) ^ - 

. Process Ctojective: See Block 3.0 - Business Machines (Caiemlatingf ^ ' 

Related Technical Information: See Block 3.6 - Business Machines. [Galculati^^g] 

8.15 - OperaAe Business Machines, [Reproduction and Projection 1 ^ ' "\ • 

Ins1;ructs^onal Objective: 8.15 - Provide student, with opportunity to 
operate a variety of business nvachines, as required to satisfy real local 
needs, in a schpbl, office ojc simulated pff ice environment. (Whe/e '1 r 
; ^ appropriate the sJtudent will be provided instruttion based upon the 

' objirfctives in Block 4.0 f prior to the practical work pha^e.) See Note {2] 




Process pbjective: See Block 4.0— Business Machines [Reproduction dnd 

Projection] / ! ^s/^ 

Related Technical Information: See Block 4. 0 Business Machines [Reproduc- 

• ^ < tion cuid Projection] 

Standards: See^BXopk ^^0 - Business Machines [Reprpduction and Projection] 

. ° ■ ' . . '* ■ ' . . * •* 

8.16 - Take Dictation Using Shorthami; - * . \^ ^ ^ ^ ^ 

Instructional Objective: 8.16 t Provide student with opportunity to take 
dictation from various persons or media/ by shorthand- and transcribe notes 
to produce mailable copy; in a simulated office environment. See flote (1). 

Process Objective: See Block 6.0 - Shorthand ^ ^ 

r". Related Technical Ihfonpationt See Block 6.0 - Shorthaind 

■ • . ' / f ' . 

Standards: See Block 6.0 - Shorthand ^ ^ 



EKLC 



17^ 



Task • y *,.■.'■■■• 

~- '•■ ' ■ / - ■ ' ' ■ ■ - ' ' 

8.17 - Pisrforin Basic AccountingVTasks ' , 

■ ■ ■ ■ \ • ^ / • • ■ ^ ^ ^ / " " ■ 

Instt^Jptlonal Objective: 8.17 " Provide studeftt with opportunity to per- 
form a Variety of basic real accounting tasks in a school office or ' » 
simulated office environments &ee Note (1). 

Process Ohfjective: See Block 7.0 - Accounting* 

Related Technical Information: Sie^ Block ^.0 - Accounting ^ 



Standard^: See Block 7.0 - Accounting / 



8. 18 Perform w>ff ice duties. 

* Tns.tructional Objective: ,8.1^ ^ Provide the student with opportunities 
to j>erf orm a variety of real ^ office duties wder a variety of circum- 
st^ces in '^a school, office or simulated office envitomnent, (Where 
appropriate the student will be provided instruction based upon the objec- 
tives in Block 8.0, prior to the practical work phase.) See Note (2). 



Process Objective:' See Block 8*0 - Office Duties. 



Related'^echnical Information: See Block 8.0 - Office DutllMt;^ 



Standards: v^ee Block 8.0 - Office Duties. 



8,19 , - W»rk With Machine Processed Data 



Ift^trucfeional Objective: '8.19 t Student will be giVen opportunity to pre- 
pare raw input information for Data Processing and to use/^machine processed 
information in a real or simulated business office environment. . (James 
Sprunt only) . - v ' , 



'NbTES:'"'" ' ". ' -"'':iV " ■ ^ 

(1) Time . allocations to various instructional objectives, not including specific blocks 
of - ifistruction, will be determined by the instructor, based upon complexity Qf task, 
student progress and performance and the i^eed for practical work in the Instruc— 
tiorial Objective. » 

... -.^ ' * . ■ .... . 

/if2)^^e instrhictioTial time" alloca-Erions given the ^nstjruction^al iblocks'^that are/ cqfaiittctdd 
I within "Office Practice" in the high schools are /considered as part of .the total hours 
y allocated to Office Practice. ^^^-Tos ensure an ^ticulated progran^, instructional' time ' 
11 ^ devoted to a specific block' or^j^ should not be less than the .total suggested 

FoV *:h;it hlnr?W . '^-^ \ " *^ ' . 
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, ARTICULATION RESEARCH ^PROJECT, ... . . ' 

INSTRUCTIONAL GOJ^ , ' . ' ^ 

' , ' ' " ■ ■ ■ '; ■ ^ • • ' . 

- PROGRAM! This cdur&e of instruction is applicable to: Executive Secretary 

(DCC T-030),, Accounting (DCC T-016), Business Administration (DCC T-018) , 

|Iigh Schools - Stenographer/Business Ed^ication 

COURSE: Data Processing (Concepts & Controls) (Block 9.0) 

COURSE bESCRIPTION: Department of Public Instruction 6421 I 
- Introduction to JData Processing 

Department of Community Colleges EDP 104 
Introduction to Data Processing (Concepts & Controls) 

* . 

INSTRUCTIOKAL HOURS: High Schbolsi If taught, 33 hou^s. . . 

CC/TI: 33 hours. 

INSTRUCtlONAL OBJECTlVEd^: ^ 

I To provide the learner jjjth a wooing knowledge of the basic theory :,of data ' 
p^o^esslng, how'^'to viork with computer concepts, how to perform datd batch 
control, how to perform processed data conttol, and how' to use processed data. 

JOB QUALIFICATIONS: 7 

J. ■ ' ^ ■ ' " 

^ Siiccessful completion of this course dc^s not in itself result in a specific 
► job qualification. The primary purpos^ls to provide the learner with the 
capability to* prepare Information for machine processing and to use informa- 
tion processed, whftLe working in a variety of business related occtjtpations, 
Thla block of instruction is considered essential for any secretary who works- 
lilt a small office where responsibilities may^lnclude handling -accounts re- 
, celyable and payable records, payrolls and inventories that are machine pro- 
cessed. The average accountant will have similar needs. 

PREREQUISITES: High Schofils:' None 

CC/TI:" None . / - " . 

PERFORMANCE EVALUATION:. See test items attached. 

EQUIPMENT: See attached jequipment list. 

■ ' ji ' , ■ .. ^ ' »t ' , ■ ' 

Note; The instruction in this block can be appropriately integrated into Blook 7.0 
(Basic .Accountlpg) i^i' the application of machine processed data to vorking with 
acfcounfcs recfiivabtp and payable, pajtroll? and inventories. If covered during such • 
Instjructldn, the student shourld not be required to repeat as a separate course. 
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'^L9CK OR VISION .NUMBER! %.0 T iIlE: Jata ProcessluR (Concdptes & Control) 



TASK NUMBER; 9.01 T ITLE; >Knov Computfer Concepts, 



INSTRUCTIONAL ,OlBJECTIVE, ^ 9.01; . How to Work With Computer Concepts, 



SKIU>S; (Process Objectives) 

' . ■ ^ 1 " 

How to; ^ 

9.011 Icii^tify basic data process Irrg machines^ 

9.012 - Work with data entry. 

' -^9^.013 - Construct a ba^fc program flow chart. 

9.014 - Construct a basic systeitn^f low chart. 

,- ■ » ■ . ^ ' 

■ ■■■■ • : ^ ' /; 

RELATED TECHNICAL INFORMATION: " / 

% - Uses and c'apabilities of each, machine. , > 

- Definition of fields » rows» columns, etc. 

- Symbols used In macHidie procea||&d dati. 

- Computer information ptocesdjes. 

SUGGESTED INSTRUCTIONAL TIME: , 9.01. 14 ?^A ta\xrs\ 

■ • ■ ' ■ ' . ■ 

REQUIRED PERPORMANCE STAltf)ARDS : 




\ 



/ 



Learner <iemondtratep ability to def ine and idenl:ify symbols .xised in machine . ^ 
* pfbceQsed data and, fields, rows , columns , ,e^. 

Leaimer .demonstrateLS knowledge ^d status of inforination entered into cbmpUter,^ 
arid the ton trdls on data entered. V v. ' ' ^ 

- Learner -demonstrates knowledge of* what types; of inf^aanatldnr gops i^hto the 

computer.. ^ 1^ ' T-' ' -</ 

- Learner demon^rates knowledge of what the computer dp^s to, Informatipn enteted. 

- Learnejr demftistrates the ability tp control data that cbmes^ out of- the cpmputer. 
T- Leather dembni^^ates ^abiliiy to check ^I'e accuracy of data, can draw a program 

J ' - flow chart and folloy through. \ ' ^ — 

c ^s^- Le^rnef demons trat^es knowledge of comiputer concepts and can do basic systfems. 
> ' i-y floiw^harts for lAostf conmion^ots. - . ' ' . \ 



BLOCK: OR.Diyi 
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9,0 T ITLE : Data Processing (Concepta and Control) . 



^ TASK NUtfBER: ^^.02 T ITLE: Perform Data 3atch Control, . 

INSTRUCTIONAL OBJECTIVE - 9.02^ J Hpw to Perf Q-rTn Data Batch Copttol, 
SKILLS: (Process Objectives) , ^ 



How to: 



^ V 9 •021 - How to' perform data batch c5ntrol« . ^ 

\9,022*- How to identify check points for computer opex^ators to esCablish control- 



RELATEP TECHNICAL INFORMATION: ^ * 

. • ' . ■ i ■ . ■ 

-'Definition of check points for computer operators to establ^shf C9ntr<jl." 



SUGGESTED INSTRUCTIONAL TIME: 9 . 02 ,__10_^hojirs , 



REQUIHIBD PER^RMANCE STANDARDS: 

7 Le^liper* pan devise a test to dete 
- Learner qaii post current data info 



* 1 

4^ 




acy of data flow; • — 
}and determine new control balances. 



.a 



^V' V*. 




•.3L0Cac OR DIVISION 'NUMBER ; .9.0 T ITLB ; Data Processing (Concepts and Controls) 
TASK NUMBER; 9.03 TITLE ; Perform Processed Data Control. 



INSTRUCTIONAL OBJECTIVE — 9 . 0 3 i How to - Perfoiro Processed ^ta Control . 
SKILLS: (Process Objectives) ' / 
~. — 9..031 —How to perform processed data control'. • ' 

■ ■• ■ ''. * • ■ ■ - ■ ' ' ■ ■ - • , '. 

. RELATED TECHNICAL INFORMATION': ^ |-s. 

- Definition of check points for computer operators to establish control. 

SUGGESTED INSTRUCTIONAL TII&: 9:03; 5 h ours. TesCln R; 4 h ours. 
REQUIRED PERFORMANCE STANDARDS^ 



Learner can devise j§ test to d^tetmine tffP'^e^uracy of dataflow. 
7- Learner can podt dKa flow and determine new balances. 
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TEST ITEMS 

( 



4i 



Given a list 'of data proce98lng maGhlnes the student will Identify the use ^ 
of eadiy verbally or by other means as directed; ^ 

Standard; lOOX accuracy in acceptable tl^e limits as determined by problem 
complexity. ■ ^ . 

Given a problem In data flow the student will construct a flow chart using 
the correct fldv chart symbols and explain In writing the reason for each 
^tep Identified. ' 

Standard: lOOZ accuracy within acceptable time limits as determined by 
problem cpmpiexlty. ^ ^ 

Given a problem to process through a computer , the student will construct a 
flow chart using the correct symbolism and label each step appropriately. 
Standard: lOOyC accuracy In acceptable ^Ime limits <as determined by problem 
coitaplexity^ * . 

-Givex^ a set of problems or a grovp of figures or other data the stuJI^nt will 
use an adding machine to prepare a control tape for batch c:oj^jg|||| 
Standard: lOOX accuracy in acceptable time limits as deterdBnoy problem 
complexity. 

Given a set of data ptbcessed by a computer the student will correctly identify 
any variances between daf^av processed and outride control figures. 
Standardf||j^lOO% accuxfacy In .acceptable time limits as determined by problem 
complexity; 
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EQUIPMENT LIST 



/ 9.01 '.QbisGrve. bard puncK». verifier, iaorter, collator, and computer on a field 
■ •■ trlR^ ' ' ■ . 

.9.02 Adding -machine. 
9.03 Adding machine. i 
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ARTICULATION RESEAllCH PROJECT 
IlJSTRUCTIONAL GUIDE ' 
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PROGRAM: Secretarial Science,^ Executive Secretary (DCC-T-030) 
COURSE: Machine Transcription - Block 10.0 ^ 

COURSE" DESCRIPTIOK: Department of Piibllc Instruction (Introductory Only) : 
* No course nuinber* 

Department of Community Cc>l;leges: Transcription Machinj^^- 
BUS 210. ^! W 

RECOMMENDED INSTRUCTIONAL HOURS: High Schools - 10 
^ CC/TI ^ 33 to 55 

INSTRUCTIONAL OBJECTIVES: / ■ ' , 

1. To' provide the learner with tl^e coiopetencles ^o correctly operate 
and use transcription machines, to' Include operator care required 
by manufacturer. ^ 



ii^ac 



2. To provlBe the learner with the conqpetencles and practice ^ - 
transcribe copy correctly 'and -rapidly from ttanscrlptlon machines. 

3. To provide the learner vl^lPcpmpetencles required to transcribe ^d 
producie a mailable copy with the typewriter from transcription machines 
within acceptable time limits. 

4. To provide the learner ijxththe ability to make a transcription correctly 
and accurately. . 

JOB QUALIFICATIoiNS: <^ t • 

Those students who successf ull|^complete 33 or more hours of this block of 



Ll^cc 

Instruction plus the block perVjlnlng to Personal Development, Records ' 
Management, Bpsiness Machines (Reproduction and Projection) and Typewriting 
are qualified as clerk-typists and can also perform adequately in a word ^ 
pi:ocessing center. . , , _ 

PREREQUISITES: Basic Typewriting (Block 2.0) Typewriting I or B.US 102 and 103- 

PERFORMANCE EVALUATION: By performance testing to determihe and verify student 
occupational competencies and ability to meet occupational performance stan-r 
dards . See standardi2ecl test items at* end of ' this block. ' . . 

EQUIPMENT: See equipment list attached. , * * . 
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BLOCK OR DIVISION NUMBER; 10.0 T ITLE t M»chlne.Trao>crlptlon. 



TASK NUMBER; 10.01 T ITLE i Qpycate Traoscrlptloo Machines . 
INSTRUCTIONAL OBJECTIVE - 10 . 0 1 ; How to Operate Tranacrlp<|on Machines. 
SKILLS: (Process Objeotlv^) ^ 



> 



How' to: J 

• 10.011 - S6t up transcription machine. y 
10.012 - Tiim machine on. ' 0- 

10.01?- Operate foot pedal. 

10.014 - Use head set. 

10.015 - Insert and remove cassette or tape. 

10.016 - Stop, start, and repeat. 

10.017 -- Disconnect axid store. ^ ^ 

; 'r- ' , ]: 

RELATED TECHNICAL INFORMATION: 

^ Manufacturer's instructions^ 

- Nomenclature of operational coiq>onents. _ 

SUGGRSTED INSTRUCTIONAL TIME: 10.01, 2 h ours. 

REQUIRED PERFORMANCE STANDARDS: 

"-Student demonstrates ability to operate transcription machine according 
4? to manufacturer's instructions. " 

- Student can identify and state purpose of prl^iary operating controls. 
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/ 



TASK NtJMBER: 10 T ITLE i PerfatO 



BLOCK OR PI Vl^ioy NUMBER: 10 >0 T ITLE; Machine Transcription (co ntinued) 

^y4U»r Cara of 'Transcription Machine an?' 
Machine Tragi c rip t Ions > " " . , : . 

INSTRUCTIONAL OBJECTIVE - 10,02 r Hov to Perform Operator Care of Ytf^nac rlptlon 

^Machines and Hachltte Transcrlflptlohs . 



SKILLS: (Process Objectives) 



How to: 



10. 02 X - Perform operator care and maintenance of transcription machine. 

10.022 - Handle and Bto^e transcription machine cassettes or tapis. 

10.023 - Correctly file machine transcribed material • ^ 



RELA3DVP TECHNICAL INFORMATION: 

- Manufacturer's instructions. • 

- Safety rules - electrical equipment, 

- Filing procedures. 



SUGGESTED INSTRUCTIONAL TIME : 10 .02 1 h ours 




REQUIRED PERFORMANCE STANDARDS 

- $t^dent can perform required task according to manufacturer's 
^specifications. 

- Student d^emonstrates adequate knowledge of correct filing techniques. 
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BLOCK OR DIvisiON NUMBER: - 10,0 ^T ITLE r^; Machine Ttto^rlptlon (continued) 

lASlllllOMBgR; 10T03 T ITLE ; Produce Draft Documentst of All TTypes .Rapidly and 
^ Accurately from MachlneXTranecfiptiona , ~ 

INSTRUCTIONAL OBJECTIVE - 10,03; How td Produce Drdjft Documents of All TyptfgT ^ 

Rapidly and liccurat^ly Mfffm M achine TrqftSr 



Jl^v (p 



to cess 
How to: 




J ' ' criptions. . /V' ' T ^ '^^V 

Obja^ivea) V f / . J ' ^^ui^ ^ * 



10.031 Lidlien to machine trans crij^t ions . 

10.032 r Transcribe machine transcriptions directly to typewriter 

jpage in draft form, rapidly and accurately. ^ 

10.033 - 'Determine correct format for transcribed material, 
I0«034 - Achieve speed in transcription to typewritten page. . 



RELATED TECHNICAL INFORMATION: ' f 

- Machine operating Instructions.* ,^ 
. - pt^tt typing procedures « 

Business terminology . 

- Standard formats for coiinnon types of written communications. 

- Grammar and punctuation rules. ^ 

- Sentence and paragraph structure. ' 

- Spelling and dictionary use. ^ • ' 
SUpGESTED IN^UCTIONAL TIME :■ 10. 03 , 5-lil h ours . 

REQUIREir i^RPOSMANCE 5TANbARl)S: 

^Student can produce accurate drafCdo^pinnent In correct format for. 
type of communication i^pldly lLn acceptable tjjne 

- Prepares machine for . future tise . . i^^i " 




BLOat_OR DIVISION NUMBER; 10,0^ t ltLEf ^ .Machine Trafts crip t: Ion (Contlaued) 



^lASK NUMBgR; 10>04 T ITLE; Prepare Mailable Copy In Proper Format From Machine 

. Traascrlptlons, 

INSTRUCTIONAL OBJECTIVE - 10,04 t How to Prepare Mailable , Copy In Proper Format 

From Machine Transcriptions. 
SKILLS: (Proce83 Objectives) ^ 

How to: ^ : 

lO.bAl - Transcribe to typewritten page accurately and In proper format 

* from machine transcriptions, " 
10.042 - Edit typewritten material. " ' 

.. ■ 1 \ ' ' ' ' • . ^ 

RELATED TECHNICAL INFORMATION; . 

. ■ ■ . ■ • » 

- Machine dpcrating pro9idures. b 

- Standard formats for common types of writt'iin communications.' 

- Word usage rules. i 

- Grammar and puactuation rules. ^ . 
Sentence paragraph structure. * 

- Spelling and diet lonsjcy use. , ' 

- Business terminology. \ ^ - . ^ 

SUGGESTED "INSTRUCTIONAL. TIME; -g^OA. 2-12 h ours. 

, , *. , • 

{tEQUXREO PERFOBMANCE STApARDS : - 

.-^ Produces mailable copy In* acceptable t±me limits. • 
; - - Removes cassette #^ tape anii prepares machine for further use*. 



V - 10.05 - 

BlloCK OR DIVISIQM NtmtBER; 10.0 . T rfLg rMachlna Trangcrlptlon (Contlnue<r) 

TASK NUMBER; lLo5 'T ITLE; Dlctatip ilateri^l for Machine Transcription Accurately 

— — ----- — •■ - , ^ Ijr ■ - , *ami' .In ptoper %>rmat v - - ^ - - --- 

• INSTRUCTIONAL OBJECTIVE - , 10 . 05 ; Hoy to Dictate Material for Machine Trangcrlp- 
T tlon Accurately and In Prop«fl: Fonoat. 

SKILLS: <Prpceee dbjectlves) [ ~ .■ , ■ 

'•. ~ . ■ ,How to; f 

'\ 10.051 - Dictate for machine transcription. \ 
^ 10.052 - Make changes In. ^ranscrlptlpn. - ' 

/ * . . 

^ RBLATEO TECHNICAL INFORMATION: 

- Machine operation. 

- Word usage. 

- Sentence and paragraph jstructtire. • 
GrfLinnar and punctuation rulei^ ' . 

- Pronunciation rules. 

- Business terminology. 

*" a ' ■ • . * ■ 

SUGGESTED INiSTRUCTIONAL TIME: 10.05. 1 h ours. 

REQUIRED PERFORMANCE STANDARDS: 

/ - - Studc)nt transcription is clear, understandisble, and accurately delivered 
* In proper formatr . - 



J 



i 



10,06 - 
■ . • < 

; '\ . . TESi; IXEMS 



Clvto~avtr«nacrifption machine and proper tape* or csaadttaj atudanth— ^ 
vlir demons trata, ability to set up anfl opemta maohlna to l^ear 
trdinacrlpti^n. * \ 

Standard,: student follows manufacturer 'a^natructylona In machlfia 

operation and correctly Identifies t^tle of contents ^>f ^'transcription. 

-* • * . ' > f . 

' , ' ■. '• ■ • ■■ ^ . • 

Given a transcription machine viah a partially run tape or cassette,. 

the sfiudent will ^Remonstrate ability to return tape or cassette to 

start, t>rep are 'machine' for storwe' and state how to properly store * 

tape or cas8et|:e, ' 

Standard: Follows manufacturer's Instructions. \. 

Given a Cra'nscrlption machine ,1^transcribed material, typevritev.f 
and required Items the stude4|r will demonstrate abilitiy .to tranfiycrib^e • 
a roughs draft of transcription art the typewriter rapidly and accurately 
"Standard: Task performed in accepted time limits , proper format, 
observes correct, grammar, s^e^ling, sentence structure ^d punctyatiqn 
rules « ' V * ^ 

Given transcription m^^ine, a machine transcribed letter, typewriter 
and necessary material, the student will prepare mailable copy of 
the letter in accepted time limits. / 

Standard: Letter is a mailable' copy • 4 ' 

Given t^ranscription machine and blank tape or» cassette and a short 
memorandum or letter, the student w^ll dictate the material accurately^ 
in correct: format and transcribe on the blank tape or cassette. 
Standai^d: Material is accura'tely dictated in proper format, -with words 
and lns4l|ructions pronounced clearly and correctly. / 



ISO 



- 10.07 - 



TEST ITEMS ' i 



1 <- Transcription machine per student with noceasary cassettes or tapes, 



1 Typsvriter per student. 
1 - Overhead projector per class. 
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ARTICULATION RESEARCH PROJECT . * - 
, . . lN)?tRUCTIONAL GUIDE 

.. ■ _ . 

PROGRAMi 'S«cT«t*rl«l Sclonc« (I^xecutlv*' Sacretftry - DCC-T-030, Builn««8 
Education - Stenographarr DPI)\ ^ 

COURSB (BLOCK): Word Processing (Block U.O) 

COURSE DESCRIPTION t Department of Public Instruction: Wbltd Processing - 

, . Nuinbe% 6422 . 

* ' Depsrtnent of Community Colleges c ' Woifd Processing 

BUS 273, > * . 

RECOMMENDED INSTRUCTIONAL HOURS: High Schoqls - 90 to 180 hours ( I !^ taught) 

CC/TI: 55 hours 

INSTRUCTIONAL OBJECTIVES: . . ^ - 

1. To provide the student with knowledge dsd experience regarding the 

word processing cent>er concep^t of organisation, operation and *iadmin- ^ I 
ist ration as employed in mpdl&rn day majqr of if ices • 
^ 2. To provide ^he student Witii the op.portunit)^^to acquire and. demonstrate 

good manipulative techniques on a powir keyboard (automatic typ^rite|^)/^^ 
and transcription mtfchine^. , . ^ • ^^^J^ 

i 3.' To provide the student id. th the opportunity to prpducffTocumenfes from 
magnetic media rigidly ^d accurately , file, log and maintain such 
media. ' 

4. To develop competencies to ^^gihiite formats correctly^ utilizing 
coding aipplicable to fortfat.- 

5. To develop competencies* to proofread and. revise do^iiments withia 
\ ^ccc^p table time limits. * * 

- To develop coi^petenci^s ,to p^an individual woric and meet, required priorities 
7. To develop competencies *require<) f or tli^ administration of a werd pron 

ceasing center to inolude decision makliig and problem solyifig. ' Y 

-8. To refine. competenci£ts to utilize refei^ence materials and solye^'^ronmofi * % 

' word processings problems irapidly) end accurately. > . * , 
9. To <9riginate iin^j^lctate aimuitaneously. in correct forinat from an outline 
for oi;iginai* docdcment''writingy doct^ptd that jcdntain fll essential Infor- 
mation. ' \ , - . • . ^ 
■ ^ ' ^ ; ; ' : • ^ r-- . . , ... ^'v 
Note: ^ Simulation "% actual establishment of -a word pYocessing center is highly 
; desirable fdK.the achievement of^ instructional objectives, of "this block of 
instruction To fully conduct the instruot^fv oecul|.ar tb this block, an 
automatic typewriter should be availablie with •riority^ to instrtktiohal cJ.iss 
use. The bnlk of instruction in thiis course -Aiould be Application in nature. 
- ... o • ■ . < ■ • . - ■ '^^ : • . 



R^IATED GENERAL InI&JRMATI^: 



Word ^processing Is a' concept related to the rapid administration and 
production of finished written communications from the verbal or 
written word;/ This coi)cept has been developed to more efficiently use 
personnel, and equipment engaged. In such activity In the modern office. 
Greater volume and more rapl(i production of high quality written ma- 
terial can result from the centralization of word processing personnel 
and equipment under one supervisor. Word processing centers make max- 
imum use of automatic typewriters and transcription machitiies. Career 
patterns as admlrilstratlve secretaries or production secretaries/ j 
stenogi^aphers can result from word processing Instruction. 



JOB QUALIFICATIONS: 



Successful completion of this Instruction prepares the student for 
employment In a word processing center and additionally provides the 
secretary /stenographer candidate with reinforcement of administrative 
and supervisory competencies. 



PREREQUISITES: Language Arts Skills, Advanced Typewriting (Block 5.0), 
Machine Transcription (Block 10.0), Office Procedures* 
*(Block 8.0), Business Machines (Blocks 3.0 and^A.O) , and 
Records Management (Block 2.5). 

PERF0RM/&ICE EVALUATION; 

By performance testing to determine and verify student^ccupatlonal 
competencies and ability to meet occupational performance standards, 
^ See standardized test Items at the end of this block. 

' EQUIPMENT: Sc^e equipment list ior this block,. 



'4 



*Note: May be taught concurrently with this block. 

Credits: This block prepared with the asslstance^of Ms. Mary Helen Casey, ^ 
Nash Technical Institute. ^ /; 
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^ BLOCK OR DIVISION NUMBER: 11>0 T ITLE: Word Processing 



TASK NUMBER; 11.01 T ITLE: Know Word Processing TermlnoloRy. Definitions and 

Usa^e* , 

INSTRUCTIONAL OBJECTIVE -11.01; How to Learn Word Processing Terminology. 

Definitions and Usage. 

SKILLS: (Process Objectives) y 

How to: 

11.011 - Identify word processing terms. 

11.012 - Spell word processing terms. 

11.013 - Define word; processing terms. 

11.014 - Use word processing terms. 

RELATED TECHNICAL INFORMATION: , « . ; ^ 

/• The word processing concept. f- 

. * ^- 

"■ ' . *• 

SUGGESTED INSTRUCTIONAL TIME: 11.01. 1 l iours. (Suggested Instructional time 
Includes presentation, demonstration, application and examination 
phases of contact hours of Instruction.)]' ^ 

' ■ ' ■ 

REQUIRED PERFORMANCE STANDARDS: /N^ 

- Student can Identify, spell, l^d define word processing terms. 

- Student can state briefly the concept of word processing. 




- 11.03 - 
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BLOCK OR '^DIVISION NUMBER: 11.0 T ITLE; Word Ero ceasing '(continue 

TASK NUMBER! 11.02 T ITLE: Know Hov Word Processing Concepts arg Employed In 

; Modern Offices* ^ , ^ 

INSTRUCTIONAL OBJECTIVE - 11.02 : Learn How Word Processing Concepts are Employed 

In Modem Offices. ' \ ^ v \ 

SKILLS: (Process Objectives) V 

N/A : : '. ./ ' " 

RELATElf TECHNICAL INFORMATION: 

- Word processing concept. 
How word processing concepts are emplpyed^n the modem office. 

•5 

SUGGESTED INSTRUCTIONAL TIME: 11.02. 1 h ours. 

• ' . J? , » _ 

REQUIRED PERFORMANCE STANDARDS : : 

' ■ ' .1 ^ 

- iStudent can explain how word .processing concepts are ei^loyed In >^ 
the jij^em office to the satlsfectlon of the Instructor. 

h ■ ■■' • 



BLOCK OR DIVISION NUMBER; 11.0 T ITLE; Word Processlhif (corttlhued) 
TASK NUMBER; 11.03 T ITLE: Conanunlcate Orally^ ' 



INSTRUCTIONAL OBJECTIVE - 11.03 ; How to C^nmunlcate Orally. 
SKILLS: (Proceas dbjectlvecf. * 
'11.03 - How to conmunlcate orally. 



RELATED TECHNICAL INFORMATION: 

' - \j ^ ' ■ ' 

The art of oral communication. 
-.Grammar rules. ^ 
' - Word usage. 



^UGGES135D INSTRUCliONAL TIME: 11,03> * h ours. 

*Thl8 liistructlon stiould be cpnducted concurrently with other appropriate block > 
instructional objectives as well as In Blocks 1.0 and 8.0. 



REQUIRED PERFORMANCE STANDARDS: 



- Studeht U3e8 correct 
observes brevity and 



grammar 9 proper words, enunciates and sp^ks clearly, 
commtkiicates th^ desired message. 
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BLOCK OR DIVISION NUMBER: 1 1.0 T ITLE; Word Processing 



TASK NUMBER ; 11. OA T ITLE ; Transcribe from Transcription' Mac hines . / 

J 

INSTRUCTIONAL OBJECTIVE - 11. OA; How to Transcribe from Transcri ption Machines 



SKILLS: (Proce.sB Objectives) 



7 



) 



This instructional ;jbj|ectivc lr>cludes no new skill deyelofment from that 
acquired in Block 10.0 (BUS 210) v Thd primary purpose lA to provide 
further ^xperienqe in transcription from a machine slnofe major use Is 
nlade of such equipment In -Word prdcessing. 



RELATED TECHNICAL INFORMATION-:- 

r 

- Thfe art of listening. 

- Mai\ufact:urer's Instructions^ 

SUGGESTED INSpHJCTIONAL TIME: 11. OA, 



REQUIRED PERF0E(MANCE STANDARDS: 

-•Student Is given a variety' of machine transcribed communications to 
■prepare as directed with eniphasis upon- transcription speed, accuracy, 
and production of mailable copy where appropriate. 
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BLOCK OH DIVISION NUMBER: llJ 



JTITLE ; Word ■ Proc«««lnR (continued) 



TASK NUMBER; 11. 0^ T ITLE: Proofread and Ravlaai Documents . . 

INSTRUCTIONUi OBJECTIVE - ll.ols: ' How to Proofread and Revise Documents. 

i 

SKILLS: (Frocesa Objectivea) ' . • 

Hov to: ^ 4 

11 ,^51 - Proofread. 
' 11.052 - Revise docxunents . >^ 
. 11.053 - Prepare drafts. 

Mote: Repetition of Instruction conducted In other .blocks to provide further 



: Repet 
' skill 



by Application. 



RELATED TECHNICAL INFORMATION: 

- Proofreading marks. 

- Grammar and punctuation rules. 

- Sentence and. paragraph structure* 
Word usage. 

- Dictionary and reference manuals. 

- Formats. 



SUGGESTED INSTRUCTIpMAL TIME: 11.05> 5 h ours. 
REQUIRED PERFORMANCE STANDARDS: 



^ Student can proofread and revise a rough draft, docxment' to achieve 
mailable copy or an jlmproved new draft without changilig the specifics 
and primary thought ot the coinunlcatlon. 



,■ .1 
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BLOCK OR PI VISION. NUMBER; 11.0 T ITLB; Word ProcMslnR 



TASK NUMBER; 11,06 TITLK: OpT«te Automatic Typwrlf r« (Power Keyboard) 

Hew to 0 
Keyboard 



INSTRUCTIONAL OBJECTIVE - 11.06; Hew to Operate Automatic Typewriters (Power 

dJI 



SKILLS; (Process Objectives) 

How to: / ' / ' 

■ V 

11.061 1- Operate automatic typewriters. ^ V 

11.062 - Perform operator maintenance. 

11.063 - Use and store magnetic media. 

BELATED TECHNICAL INFORMATION: ^ 

' - Manufacturer's Instructions. y 

- Automatic typewriter capabilities. ' 

- Magnetic media characteristics. ^ 

SUGGESTED INSJRUCTXONALjTIME: 11.06. 8 h ours. 
REQUIRED PERFORMANCE STANDARDS: • • 

- Student can produce! mailable copy with automatic typewriter (power keyboard) . 

- Student can demodstrate the primary capabilities of the automatic typewriter 
(Power keyboard) . » 



BLOCK OR DIVISION NUMBER: 11.0 T ITLE: Word Processing (contlnilad) 

TASK NUMBER: 11^07 T ITLE: File. Log, and Maintain Magnetic Media, 

INSTRUCTIONAL OBJECTIVE - 11,07: Hov to Pile. Log, and Maintain Magnetic Media , y 
Skills^ (Process objectives) *^ 

How to: . ^ 

11.071 - Log magnetic media. 

11.072 - File magnetic media. 

11.073 - Maintain magnetic media. 



RELAXED TECHNICAL INFORMATION! 

Manufacturer's Instructions.. 
- Magnetic media storage fequlrements. 

i 

^iUGCifeSTED INSTrIcTIONAL TIMEr 11.07. 1 h ours. 



REQUIRED PERFORMANCE STANDA^RDS: 

" Student can log and file magnetic media correctly According to established 
procedures. 

- Student follows manufacturer's instructions correctly In magnetic media 
maintenance. ^ » 
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BLOCK OR DIVISION NUMBER; 11.0 T ITLE: Word ProcwlnR . "^continued) 

^ 'TASK NUMBERi 11.08 T ITLE; Produce Documanf f rbpi Jth^etlc Ma41». 

INSTRUCTIONAL OBJECTIVE - 11.08; Hov -to Produce Docuin«nt« from Maknetlc MadA. 
SKILLS: (ProceeeTbVje^tlv^B) ^ 
How to: 



i.osir 

1.082 \- 

1.083 ^ 



- Operate pcwer keyboard (automatic typewriter). 

Make changes, corrections and Insertions on magnetic media. 
Produce doc}iments from magnetic media. 

>-\-,j _J • ■ . 

RELAXEO TECHNICAL INFORHAIION: 

- Manufacturer's instructlona. 4^ y 

- Proper care of magnetic media. 



^SUGGESTED^^TRUCTIONi^ TIME: 41.08. 8 h ours. 



f ^j^UIRED PBMJORMAlltE STANDARDS! 

- Student can produce mailable copy from magnetic media In acceptable 
time 'limits. i 



BLOCK OR WVISION NUMBER; 11.0 T ITLE; Word ProcatiinR (continued) 



TASK JBUMBBR; 11.09 T ITLE ; Or^inaf DocuMnt Formaf and Ua« Appllcabla Coding 

• » 

INSTRUCTIONAL OBJECTIVE - 11.09! How to Originaf Docuawnf and U«« Applifbla 

Coding. , 

SKILL^: (Proc«t« Objectiv**) 

How to: ' ^ 

11.091 - Originate. docuMnts. 

1.092 - Dtttenilne applicable automatic typewriter coding for fonute. 
11.093 - Determine document format. 



TECHNICAL INFORMATION: 

Automatic typewriter operating Instruction^^ 
Document formats. 
Rules for written connunlcatlon. 
Dlct;lonarles and reference manuals. * 




Business tendnology. ^ 



SUGGESTED INSTRUCTIONAL TIME: 11.09, 6 hours. 



REQUIRED PERFORMANCE STANDARDS : . 

- Student can develop a document from mlnlrnxm Instructions and specifics 
that communicates the message and is a mailable copy^in proper format. 

- Student can determine proper format. code and apply on machine. 

#^ 



\ 




BLOCK OR DiyiSION HWBEtLi ll.OT lTLB: Word Proclaim (contlnwd) 

TASK MUMBKR } 11.10 T ITLK \ Dlcff Docu— nti Onto Matnatlc MtdU fro» Prlnmd 

y or H4ndwritf n Copy . 
mSTBUCTZONAL OBJECTIVE - ll.iOi How to DtctatV P»cua«mf Onto M^Rnatlc ModU 
^ ^ i^roti Prlnf d or Handvrittcin Copy? 

SKILLS: (FrocMi ObJ^ctivW^* ^ 

^ to: - ' . \ J^' 

11.101 - Dictate on mAgnatic oMdia. ^ V 

11.102 - Pr«p«r« aagnatlc Mdla for dictation. 

I 

RKLATED TECHNICAL INFORMATION: 

- H«nufBcturar'a inatructlona for recording dictation on nagnatic oMdia. 

- Rulaa of oral coaaunlcatlon. , » ^'--^ j 

■ u 

SUGGESTED INSTRUCTIONAL TIME: 11.^0. 3 h oura- 

REQUIRED PERFORMANCE STANDARDS: 

- Student can dictate eeslgned docuaenc accurately oiit.> 

• aagnetic Mdla from printed or handvrltc^ copy which can be used. 

V 




i 



( 
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•U)C(t OR DIVISION WUMHKR; U.O T ITLE: ford Pro(«»itwlng tccmtt.m^^^^^^^ 
TASK XUHBKRiJMLXL^ITLK; Utii* RiiproKfphlc Kqutomtnu'. 



INSTRUCTIONAI. OBJECTIVE - 11. ll! H ow to Uim Raproaraphlc Egulpnxnt 
SKILLS: (ProcaNN Objectlvo^) $ 
Hpw to: 

11.111 - Prvpiiro iiuichln« fcor copy work. 



11.112 - Pr^paro mii^ln« for mmklng offaot mA«t«r0. 
(A rsvl^^V Inttructlon Block 4.0, BuiiLnoas MAchlnM-BUS 212.) 



REUTED TECHNICAL INFORMATION: ' 

- Mjmuf Acturer *0 Instructions* 

- Copy machine llaltatlona 

- Copy machlna operating coats. 

r 

SUGGESTED INSTRUCTIONAL TIME: ll.ll. 1 ' hours. 



T 



REQUIRED PERFORMANCE STANDARDS: \ 



- Student canNnake the dealrod number of mailable copies ^without wasting 
copier papejT. ^SIW 

- Stud^t ca|( make an offset master that <% usi^b^. 




ERIC 



2hz 



11.13 --^ 



BLOCi;- OR DIVISI^ NUHBER; 11.0 ; T ITLE 
. . • ' ~- ~' 

^' ' TAsk>UMgER;_jj^. 12_ TITLE< Flle^d MiinUin; RfecorSfer' 



Wpy'd Prorcesaltig-y Ccontflnued) ' * 



^' INSTRUCTIONAL 'OBJECTIVE - • Jl . 12'; How, to Ftle- ai^d t^ntaln Recotd^. 



SKIIJLS; (Ptecess -Objectlvea) ' v. - 

7 -v " ^ ■• • ■ ■ ^ ' ' •> ■ ■ ^ 

^ How to; ' ' ^ • ' ^ . 

-vJ-i'. 121 - Perform Records Management. * . ' \- 

: .--(This cqa^^ehty is a prereqxiisite to this blbclc (coutse) of instrtteti^n"^ - 
see Records Management. Block- 2.5. DCC-BUS 112.'i ' /* 



A' 



' RELATED TECHNICAL INFORMATION: . ' ' 

- Rules* for developinj^ records management syste'ms-. ^ 

SUGGESTED INSTRUCTIONAL TIME:' 11,12; 0 h ours. * ~^ 

= (Task may be reviewed during practical work-, involving other appropriate instruction.) 
REQUIRED PERFORMANCE -STANDARDS: ^ ^ 

- student can file ahd^maintaint records accurately and correctly. 

- Student can retrieve desired"" Record from files with minimum delay. 

■ '■ ' ' . - - <» ■ ■ ■ > 



r 

'A 



I 



■ { 




BLOCK Oft DJVISION^ NUJfflER : ^lf.O . >T ITLE f * Woifd Processing (Continued). ^ 

\. TAsK NUMBER; lLrl3 r iTLE; prlglnate artd Dictate Slmofftneously Prom Aft Outline 
' ^ \_ Documents Thge Contain Essential . Information., v \^ 

INSTRUCTIONAL OBJECTIVE -.11.13: ,Hov to Originate, and Dictate Slmultaneoiisly 
. . • " / ^ ^ From an Outrjfcinie Documents That Contain Essential 

*) ^ • Information. . 

SKILLS: (Process Objectives) \ ^ ' ^ 

How to: ' ^ ^ 

. 11 /ISl Originate documents from an outline. 
11.132 - Dictate documents simultaneously with err Iglnatlon. 
i 11. 133 ^ 'Determine - document^, format. ' 

11.;134 - 'Prepare machine for dictation. / 

RELATED TECHNICAL INFORMATION: ' , ' 

- Equipment manufacturer ' s. -ins true t;lons . 

- Document formats. . ► ^ 

- Dictation rules. / 
-'Grammar and sentence structure rules. 

- PtmctuaClon rules. 

- Oral communication. 
Kord usage. ' ■ ' 



SUGGESTED INSTRUCTIONAL TIME: 11.13, 6 hours. 



REQUIRED PERFORMANCE STANDARDS^: 

. - Given an outline, the student can originate arid dictate simultaneously 
a document that contains 'essential information in correct format.^ ' 



' ' . ^ - 11. 15 * ' 

\ ^ ^. ' ■ : ■ / 

•BLOCK OR* DIVISION NUMBER; 11.0 T ITLE; ' <l Wo rd ^Ppo ceding (continued)' 
" ' — ; — ' -T- — ■ ' \ — 

• \ TAgS^ VlUMBER; 11.14 T ITLE; Make Dp els Ions -an4 Solv/?roblems . 

/ INSTRUCTIONAL OBJECTIVE - 11.14; How to Make Dficlalons and Solve Prob'lems. 

. 1 — ■■ ■ 7 ' — : 

SKILLS: (Process Objectives) ' ' 

\ ' '. > 

How to : ^ 



11.141 - Make decisions. 

11.142 - Solve problems. 



9 



RELATED TECHNICAL INFORMATION; 

- Oral communication techniques. / _ 

- The decision making process. ^ , 

- The problem solving process. 

• SUGGESTED INSTRUCTIONAL TIME: . 11.14>, 2 h ours. 

(This can relate to only the Introduction to the acquisition of these skills.) 

REQUIRED PERFORMANCE STANDARDS: , 



1 



- Student can communicate the primary elements pertaining ^fd^decision' 
inaking and prqblem solving. 

- Given a problem, the student demonstrates problem solving skills. 



/ 



/ 

/ 



/ 

/ t ■ . ■ - 

/ 

/ ■ ■ ■ . 



i 
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BLOCK OR DIVISION NUMBER; 11.0 T ITLE; Word Processing ( gontlnued) . 

■ i • . « ■■ • ' 

' TASK NUMB£R; 11.-15- T ITLE ; ■ Manage Own Tlm^and Tasks.. Pet enaLive Task Priorities: 



> ( 



T 



INSTRUCTIONAL OBJECTIVE - 11.15: - How to Manage Own Tiae and TasMs , Determine 
.. • Task Priorities. T ^Ti 



.' SKILLS: (Process Objectives) ^ 
How to : 

11* 151 - Plan daily work schedule. 

11.152 - Plan task accomplishment. 

11.153 - Determine assigned task priorities 

RELATED TECHNICAL INFOEMATION: 

' - Scheduling techniques. 

- Planning techniques. 



SUGGESTED INSTRUCTIONAL TIME: 11.15, 1 h ours. 
REQtllRED PERFORMANCE STANDARDS; 

» ■ ■ 

- Student can prepare a work schedule for an eight hour day based upon 
assigned tasks. 



if . 
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- 11.17 - 



BLOCK- OR WVISION NUMBER; 11.0 T ITI?E; Word Processing (continued) 

TASK NUMBER; "n.lg T ITLE: Implement Procedures and Interpret Flow of Moxk 

. > I V/- Within Designated Controls. 

HISTRUCTIONAL OBJECTIVE - 11.16: How to Implement Procedures" and Interpret 
/■ Flov» of Work Within Designated Controls, 

SKILLS: , (Process ObjectS.ves) 

• • f ' . . • • 

How to: V J 

■r 

11.161 -win tetpfet. work flow. 
' 11,11^2 - Plan work flow chart. - * - 
114163 - Make work ^chedule^ , 




.164 - Implement procedural gu^ance and directives .> 



RELATED TECHNICAL INFORMATION: 



- Organization techniques. 

- Planning techniques. 

- .Scheduling techniques . 

- Organizational policies and procedures. * 




SUGGESTED INSTRUCTIONAL TIME:. 11.16, 2 



N 

hours . 



REQUIRED PERFORMANCE STANDARDS: 



I 




- Student can develop a valid work flow chart b^e^d upon stated work flow, 
procedural guidance and given work processing organization. 
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BLOCK 'OR DIVISION NUMBER; ll.O^T ITLE; Word Processing (continued) . 

TASK NUMBER; 1K17 T tTLE ; Supervise Word Processing Center. ^ 

INSTRUCTIONAL OBJECTIVE - 11.17; How to SuperiAse Word PryoQsslng Center. 



SKILLS: U^rocess Objectives) 



11.171 - Plan work assignments. 

11.172 - Prepare job descriptions.. 
"Tl.173 - Utilize work flow charts. - J 

11.174 - Implement procedural directives. 

11; 175 - Exercise supervisory responsibilities 



RELATED TECHNICAL INFORMATION: 

^ - Management and^ supervision techniques. 

- Planning ^techniques. 

- Supply and Equipment procedures. 

- Organizational techniques. 



i SUGGESTED INSTRUCTIONAL TIM&: 



11. ir, 2 



hours. 



REQI^IRED PERFONEtM/^CE STANDARDS!' 



r 



- Student/ can state the basic pr^clples of supervision. 

- Student demonstrates adeq;uate competencies as supervisor when g;Lven 
asslgiun^nt. I ^ & 
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TEST ITEMS 



I ^ ■ " . ^ ^ • ; 

' Given aj.ist of 40 terns, TS of whi^K^are related to^word processing 
and hav€ Spelling errors, demonstrate the ability to correctly iden- 
tify , spell, and define those 15 related to word processing. 
S^tand^rd: flto% accuracy, ^ 

itiven a hypothetical tra^i^^nal office situation, demons tra tie a 
conceptual knowledge the structuring of a^vord processing system v 
by devising a plan, to^the satisfaction of the instructor, to convertX^ 
the tx^aditlonal office to^a word processing structured system. 
Standard: Flan appears to Implement concept^and is workable. 

a. List from memory five persQi^ity traits of a correspondence and/or 
/administrative assistant. 

b. /write a "ISSBtription for a correspbndence assist^t, administra-^ 

tiye assistant, word processing supervisor, and principal in a word 
processing. environment . , .' 

c. Given a list of -job titles , construct a word processing organizational 
chart. • * * • > / 

Standard: Student ydembnst rates an adequately accurate knowledge of word ( 
proceisslng center ftmctions and personnel responsibilities. ^ 

While b)Bd^ observed^by the teacher using a criterion'^'sheet and with no 
forewartn^g and given a simulated or real office situation Involved 
with answering a telephone and greeting persons, exhibit acceptable oral 
communication skills . During cla^s sesis^lons , exhibit jdeslrable^ inter- 
personal communication skills con^^ tent ly. Js|^ ^ 
.Standard: Student exhibits ability to be concise^ clear,, uses correct 
grammar and word usage%v enunciates correctly, anHfLs courteous and self- 
assured. 

Given a power typewriter, a transcriber, and a tape, demonstrate good 
manipulative^ techniques while keyboardlng dictated docvmients from pre- 
recorded media within the line count production requirements. 
Standard: Demonstrates good manipulative techniques and produces 
desired magnetic media within acceptable tlpie limits. 

Given two dlctateid tapes to be transcribed, a letter reference number 
12 sections of variables ,t two handwritten phages from which is 



needed a draft copy, and a table of specif icatj^M^ demonstrate the 
^lllty to produce documents with the finished, ^Wrrect products re- 
turned to the priglnators within a mlnin^tmi of turnaround time. 
Staindards: Performs directed tasks, pj:6duces mailable copy' in accepted 
time limits. ^ 

Given a. power typewriter apd three prerecorded documents containing 
errors, demonstrate the ability to locate and correct errors by pro- 
ducing three error free playback documents. 

Standards : Produces mailable copy in acceptable time limits. 



TEST ITEMS 

* w (Con't.) j ' ^ . 

. \^ . • ^ ^ ^ ■ 

11»06^ Given a power tyjiewriter and a document; containing all numbers, 

symbols, alphlbetic fetters, and applications requiring use of i • 
all codes 5 demonstrate go (Jd manipulative techniques, while record- 
ing, correcting errors, and playing back copy. - / ^ v 
Standards: .Produces^ riiall^ble copy in acceptable time lljoits while. \ 



1 



) 



demonstrating good taanipulative techniques. 



1.07 Given 16 standard 'paragraphs and ,3 documents to^be prepared, for 
&, ^ permanent storage^ demonstrate the ability to record and pr^are - 
11.12 - applicable ref^ence sheets accurately. ^ *" ^ ' \ 

Standard: Folld**^ Correct rejca^ds management^and logging -procedures* 

11.07^ a. Given a, completed log sheet4with 10 documents specif ied Huid 10 
& minutes, locate the 10 documents in storage. 

Standard: 100% '^accuracy acceptable time limits , 
b. Given a sheet containingT20l standard paragraphs, prepare an 
applicable reference sheet Aiccur^tely. 
Standard: 100% accuracy. *^ 



1.08 Given a power typewriter ^nd three prerecorded documents containing 

revisions inarked with proofreaders ' notations, demonstrate ^hevabil3 
ity to revise prerecorded documents by making the necessary revisions 
correctly during play back. 

Standard: Produces mailable copy in acceptable time limits. ' , 



11.09 See Test feem 11.04. 

f V 

11.09 Given a document to be formatted, demonstrate judgmental skills, to 

determine type of format to the satisfaction of the instructor, then 
record the docupaent accurately. , ^ 

Standard: Performs task correctly and uses good judgment. 

^1.10 Given dictating equipment, a tape, and a document, demonstrate correct 
dictating procedures by dictating, th^e -docuxgent accurately. 
Standard: Tape playback permits production of a mailable copy. 

11.11 Given reprographic equipment and a document, apply one method of pro- 
ducing multiple copies rapidly and accurately. 

Standard: Produce| mailable- copy from equipment used. 

11.12 Given an in-basket and 25 business papers and an answer sheet , indicate 
,in which department and where each business paper should be filed by 

fill'ing in the answer sheet correctly. ' 
Stapdaids: At least 80% filing accuracy. 

11.12 S^ Test Item 11.07.' 



TEST ITEMS 

MT' (Con't.) ' . ' . £K 

'Given dictating equipment, a^ape, A letter to be answered, and an 
outline for original document^ writing, demonstrate original dicta-^ y 
tit)n procedures' by completing the outline for original document 
writing from the letter to be answered, then compose and dictate the 
answer, Containing all essential Information, in correct forgiat. 
Standard: 'Prpduces mailable copy in« acceptable time limits bjr process 
directed. ^ " 

After having worked in a simulated or real word processing system for 
no less tKan 2 weeks time and given 10 situations that require decision 
making and problem solving abilities, analyze e^ch situation in writing 
and reach anj acceptable solution for. each situation. 
Standard: Solves problems correctly and makes an adequate workable 
decision for 8 out of 10 situations. ^^\^ - ' " ' 

A^ter having forked in a simulate_d^or real word processing system for 
no I9SS than 2 weeks time and given twelve document production tasks, ^ 
some similar and-'feome dissimilar, analyze each task and determine the ' 1 
quickest method for performing each task of'^group of rfclated task^to ' ^ 
'the instructoiite standard for approval. i \ 

Standiajd: Proposed actions are workable and most efficient. ^ 

Given an in-basket of rush requests, revisions, and routine work 
ments, a written description of the word processing system situal-uv^^, 
and 15 minutes, assess the priorities , listing all high priority work 
first and other work in desbending order of priority according /to guide- 
lines given in written description. / 
Standard: Student assesses priorities correctly with at least 80% accuracy. 

Given a hypothetical situation in a word processiug system wfi^re problems 
have been encountered, assess the situation and recommend two suitable 
solutions, including changes and improvements to be implemented and inter- 
preting the flow of procedures after the changes are implemented. 
Standard: Proposed solutions workable and effective for situation; 
developed in acceptable time limits. ^ 

Given 20 tasks related to secre-tarial and clerical support and an analysis 
sheet, demonstrate the ability to handle each task effectively by describe 
ing on the analysis .sheet the steps in the performance of each task. 
Standard; At leat 80% of tasks handled effectively. 

During class Sessions and given a simulated or real w6rd processing system, 
demonstrate the ability to supervise the center to the instructor's approval. 
Standard: Student plans and maintains even work flow according priarities 
established, is knowledgable of center activities, maintains adequate re9ords, 
documents produced are; a mailable copy4> 
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.. - -J • > , 7 . ; 

^ . EQUIPMENT LIST 

L y (^ass - 12 Students) ^ 

1. Tra o aw;lp^tlon inachiAe - 1 per studetit. * . 

• - t • - r ' 

2. J Automatid: Typewriter - 2 per class. i ' 

3. Traixsparency projector - 1 per class. . ' • . ^ 

4. Necessary tapes and cassettes to support above transcription machines. 

. 5. « Magnetic media for automatic typewriters. . j 
6. Typewriter - 1 per student. ^ 



f 
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% - • ^- AICTICUIATIC»r^SEARdH^>ROJECT ^ 

. ^ INSTRUCTION^;, O^JRCTIVE GUIDE 

4 % 

PRpGRAM: Business Administration (DCC T-018) 

Accounting (DCC T-016) Secretarial Science (DCC T-030) 

COURSE: Office Manaqement (Block 14.0)- Business Administration 

' Nl^- ' (Block 10,0)- Accounting 

COURSE IDENTIFKATION: .Department of Publi^ Instruction - 

Not taught in high schools. 



* # Department of Commionity Colleges - 

BUS 271 

INSTRUCTIONAL TIMK: 55 hours 
INSTRUCTIONAL OBJECTIVES: 

^ To provide the learner with the necessarv information alid procetiures 
required for satisfactory perforatfnce of the conihon duties of an 
office manager of a medium-sized Industrial or commercial activity. 

JOB OflALlPICATlON: ^ ' . 

For th€f learner with managerial aptitudes; successful comoletion of 
tbis block of instruction provides the necessary basic inform£itioi> and 
skill training which, if followed hv a limited period of suoervised on- 
the-job training, will qualify the individual to perform as ah admin- 
istrative office manager. 

PREREQUISITES; * ' " 

None. 

PERFORMANCE EVALUATION; 

Performance evaluation will be based upon the performance standards 

shown for each instructional objective, employing -the test items attached. 

EQUIPMENT REOUITREMENTS: ' - ' 

Access to standard First Aid Kits. *» 
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-AgriCULATION RFSFARCFV PROJECT^ ^ ^ 
OCCyPATIONAL TASKS AND INSTRUCTi^ONAL REODtREMENTS' 

V ' • ^ . - 

\ ^ Business Administration 



V 



B|^K OR DIVISION NUMBER: \ 14.0 TlH^^^: Offilce Management , 

TASK NUMBER: ^14.01 ' TI'I^:'^ ^ First Aid (Dispensary). " 

INSTRUCTIONAL OBJECTIVE - 14.\)1: How to Administer Fjrst Aid. * 

■SKILLS: (Process Objectives) \ V 

14«011 - How to /Serfonn basic first aid practices. 
14.012 - How to/identifv and use ^standard first aid equipment. 

\ 

RELATED TECHNICAL IMFORMATION: - ' . • - 

'• - Proper first aid procedures to follow regarding cuts, burns, gas inhalation, frac- 
tures, epilepsy, heart attacks, or anv other unscheduled illness. 
- Required first, aid equipment. * , 

Required Instructional Time: 14^1, ^ hours . ^ » 

Reouired Performance Standards: • ^ 

- Selects proper first aj.d procedure for emerqencv condition. 

- Performs or describes steps of first aid nrocedure correctlv and in, proper 
sequence. 

- Selects first aid i^-.ems. r^eouired and uses correctlv. 



- 14.02 - 



BLCXfk OR DIVISION NUMBER: 14.0 TITLE i 



Office Manaqement 



(cont'd.) 



*ASK NUMBER: 14.02 > TITLE: Plan arid y^upervise Safety Rules and Compliance. 
INSTRUCTIONAL OBjfeCTIVE - 14.0fet How to Plan and Supervise Safety Rules aryd Compliance, 



SKILLS^ (Process ^Objectives) 

14.021 - How to iderttifv safety hazards. 

14.022 - How to prevent common safety hazards. 

14.023 - KoH to make a fire evacuation plam. 

14.024 - How tp use fire extinguishers. 



RELATED TECHNICAL INPO: 



ION: 



V 



r f 



- Electrical overloads/hazards., 

- Office arrangement. 

- Floor surface demgers. ^ 

- Poor lighting. 

- Other danger practices. 

- Fire prevention and fire fighting. 

Required! Ins tkictional time; 14.02, 4 



houSrs , 



( 



Related General Information: 



The importance of observation of occupational safety, safety in the home and 
traffic safety practices to the employee, employer i^d the community. 



Reouired Performance Standards: 



- Oevelops reasonable and workable safetv r/lan, appropriate for activity and 
hazards possible. > 

- Provides for ii^iinlementafcion and supervi55ion of safetv rules, fixes resoonsihili- 
ties. 
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BUKTK DIVISION injMBER: 14.0 TITLE: Office |lanaqen.ent (cont'd.) 

TASK NUMBER: ^4.03 TIT^: Plan and Supervise Motor Vehicle Parking Areas and 

Grounds . ', ' " 

INSTRUCTIONAL OBJECTIVE - 14'. 03: How to Plan and Supervise >1otorw Vehicle Parking Areas 

and Groiands . 

SKILLS: (Process Objectives) ^ ' 

14.031 - How to plan vehicle parking area lavout. 

14.032 How to develop and dj>w traffic flow charts. 



RELATED TECHNICJU. I.NFORMATION : 

- Vehicle /pairtcing space requirements. ' 

- Visitor! requirements. 

- Handicai^d ejnoloyees' problems. 

- Traffic tlow requirements, 

- Entrance Wid exit considerations from/to public roads and streets. 




Reauired Performance Standards: 

- Plan provides for visitors and the handicapped., 

- n.m primarv problem areas. 

'\' • ' u'^o of available space, with sufficient; maneuver room. 

- PUn formats easv flow of traffic, avoids bottle necks, has directional signs 
wnere needed. 
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BLOCK OR DIVISION NUMBER: 14.0 TI^LE: ^ Of flce^ Management (cont'jJ.) 

TASK NUMBER: 14,04 TITLE: Supervise Visitor Reception, and Infprmatlon, 

INSTRUCTIONAL OBJECTIVE - 14,04: How to Supervise Visitor Reception and Information, 
SKILLS,: (Process Objectives) * * * 

14.b41 - How to apply Supervision principles. 

14.042 - How to^plaui and conduct visitor tour programs, ' ' 

14.043 - How to plan for visitor reception and information requirements. 

; \ '■' .-n., • — ' — " 7 . ■ , 

\ ^ • ■ . . . . ■ . • ■ .■ 

RELATED TECHNICAL INFORMATION: 

a- lifli^t jconstitutes the company visitor policies, 
- j^rpose of plemt visitor programs. 

standard business practices for receiving visitors, • 



Required Instructional Time: 14,04, 2 hours , 

He^quired Performance Stfandards: ' - 

- ^^isitor reception plan considers the needs of visitor. and is within resources and 
needs of activity, ^ 

PlR contributes to good public relations.^ ? 
^ Plan considers possible health and safetv hazards to virsitors. 
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- 14.05 - ^ ' ' 

BLOCK OR DIVISION NUMBER: 14,0 TITLE: Office Management (cont'd.) 

TASK NUMJ3ER: 14.05 - TITLE: Sunervlse Mall Room anfl Message Center > 

. INSTRUCTIONAL OBJECTIVE - 14.05: How to Supervise Mail Room and Message Cey^teer." 
SKILLS: (Process Objectives) . 

14,051 - How to plan a mall and linter-of flee message distribution system. 

RELATED TECHNICAL INFORMATION: 

- Mall and oacJcage delivery systems. 

- Standard mail and message sorting and delivery procedures. 

- Special mall and package handling procedures. 

REQUIRED INSTRUCTIONAL TIME: 14.05, ^ hours. 

'^EOUIRED PERFORMANCE STANDARDS: ^ 

- Plan expedites prioAty mall and ihessage traffic and provides for security 
of s'ensitlye^teips . " ; , 

- Plan, contributes to operational efficlencry of .office. 

- Plcui provides for security of mall, stamps, etc., and precludes unauthorized 
use of Postage. 



\ 
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V . : / ' . 

3L0CK OR DIVISION NUMBER: 14,0 TITLED Office Management (cont'd.) 

TASK NUMBER: l4,06 TITLE: SXinervise Cafeteria and/or Rest Fa'cilities, 
INSTRUCTIONAL OBJECTIVf! - 14.06: How to SuperviseyCaf eteria and/or ^est Facilities, 
SKILLS: (Process Objectives) 

14.061 - How to determine the neied for organizatrdnal food service and/or 
rest facilities, 

14*062 - How to determine if food service facilitiesr equipment and personnel 
are meetinq required sanitarv practices, 

14,063 - How to ensure that food service activities are providing satisfac- 
tory service. 



%IELATED TECHNICAL, INFORMATION: 

- Nee(^ for employee rest facilities. 

- Advantages and disadvantages of organizational food service facilities. 

- Advantages and disadvantages regarding the efnplovment of contractors or 
caterers to' provide food service needs, • 

- Proper food service sanitation practices. 

- Fast food vs, full meal advantages and disadvantages. 

REQUIRED INSTRUCTIONAL TIME: 14.06^ 3 hours , 

REOUIRED PERFORMANCE STANDARDS: 

- Student can state the advant^nqes and disadvantages of organizational food 
service facilities with 80% accur^acv. ^ 

- Student can stat^ public health rules for ^pod service facilities. 

- Student can state and demonstrate food service faciditv inspection require- 
ments with 80% accuracv, ' 

- Student can list the procedures for determining the need and tyne of seifvice 
desirable for an organizational food service activity with 80% accuracv, 

. - Stjudent c^n state an accepted procedure for en^iuring a food service activity 
is providing satisfactory service. 
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BLOCK OR DIVISION NUMBER ^ 14,0 TITLE: Office Management 
ItaSK NUMBER: 14.07 TITLE: Supervise Internal Transportation .Services . 



(cont'd. ) 



INSTRUCTIONAL O^JECjTlVE - 14.07: How to Supervise Internal Transportation Services , 
SKIlLS: (Process Objectives) 



14.071 - How to control organizational transportation. 

14.072 -How to develop vehicle use policies and procedures, 

14.073 - How to ens.ure proper care of vehicles. 



WEILATED TECHNICAL INFORMATION: 

- Standard warranty requirements, 

' - Licensing requirements (vehicle and driver) 

- Insurance' req.uire^ments.^ 

- Maintenance contracts. 

- Rental conti;acts. 

-.Driver maintenance requirements. 



Required Instructional Time: 14^.07, 



hours . 




Required Performance Standards: ' ■ . . 

/ ' ^ • J . • 

- Student can state or list recoqnizert reasons, policies, and methods to control 

use of organizational vehicles. • 
- rStudent Jean prepare a valid program to ensure that organizational vehicles 
receive reouired periodic and dailv maintenance. ^ « 



J 
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BIOCK^OR DIVISION NUMBER: 14.0 TITLE t ^Office >1anaqeinent ^ (cont'd.) 

TASK NUMBER: 14.08 TITLE: Plan/Supervise Custodial, Facilities > Utilities 

• RequirementsActivities. 

INSTRUCTIONAL OBJECTIVE - 14.06: liow to Plan/Supervise Custodial, Facilities, Utilities 

Requii;ements/Activi ties . 

SKILLS: (Process Objectives) \ * 

n 

14.081 - ^fiow to' develop an external and internal decoration plan for buildings and 

g^rounds. \ , * , 

14.082 - How to develop a custodial plan for facilities and grounds. 

14.083 - How to develpp a utilities requiirements and utilizfition^plan. 

14.084 - How to develop and use a facilities and utilities custodial maintenance 

and us^ check list, 

14.085 - How to develop a maintencmce of buildings and cfrounds bbdget. 

14.086 - How to develop a utilities budget. « 

RELATED TfeCHNICAL INBPRMATION: ^ 

* ' ' ^ . - . 

- Landscapiriq of grounds considerations. ' i 
• - Facility decorations (ejctemal and internal) considerations. 

Environmental control impact on operations and workers. 

- Impact of lighting on production. 

- Economy -considerations in utility use. 

- Maintenance of fapilities, utilities and grounds requirements. 

- Sanitation, health and safety considerations. 

- Custodial requirements. ' 



Required Instructional Time: 14.08, 5 hours. - ' . 

^ : ■ 

Required Perxormance Standards: ' ^ • 

- Student can state Vaili^J reasons "to provide for internal .and external beautifi- 
cation for a; commercial , facility and how it can be accbmpiiWhed. 

^ Student can develop andjustifv a custodial plan for a given commercial- facilitva 

- Student can state or list correctlv the impact upon emplovee operational effi- 
ciency and health of environmentfiil factors such as heat, cold, light, noise, 
dust, sanitation, Safety hazards, etc. * " 

- Student can list and justifv valid methods of utility economy. 



' ■ _ . . ■„ - ^4.09 - * ■ 

,1 ! " 

BLOCK OR DIVISION NUMBER: ' 14,0 ' TITLE: Office Management (cont'd.) 

TASK NUMBER: 14.09 TITLE: Ensure Maintenance of Offio^ Equipment. 

INSTRUCTIONAL OBJECTIVE - 14.09: How to Ensu^re' Proper MaintJenance of Office Equipment, 

SKILLS:, (Process Objectives) \ 1 

14.091 - I^ow to detjennine the requirement^ and method (e) of office equipment mainte- 

nance, i 

14.092 - How to esteiblish an insnection arjd maintenance of equipment schedule, 

RELATED GENERAL INFORMATION: 

! , # 

- Definition and purpose of preventive maii;^ten£Uice. . ' 

- Operator care of equipment consideration^, 

- Objectives of remedial maintenance. 1 * , * 

- Purpose, advantages and disadvemtages : ^ j 

a) Maintenance contracts \ 

b) Individual service calls ■ j| 

c) Company service department 

d) Leasing of office equipment with maintenance contracts 

- Equipment life and breakdown frequencies. \ 

- Common causes of office equipment breakdovjb. ' 

- Comparisons of preventive maintenance costls vs. remedial maintenance costs. 



Required Instructional Time: 14.09, 3 l^ou^s. 




ated Generai\ Infomation: / ' *m 

- The lease arrangements probatfility theorvJ 

^ ■ .. ■ - " ' ■ ■ • 

Reouired Performance Standards: 

.1 

- Student can state or list the nurpose and dprnmon procedures for prevehtive 
maintenance of office equipment. \ 

- Student can state with 80%r accuracv.the adv^intaqes and disadvantages of con- 
tract maintenance of office equipment vs. ii>-house maintenance of same. 

» ■ ' \ 
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• BtOCK OR DIVISION NUMBERt 14.6 T^TLE: Office Management (cont'd.) 

P TASK NUMBER I 14.10 TITLE: Perform Office Equipment Rental Requirements. 

INSTRUCTIONAL (JlBJECTIVE - 14.10s Row to Perform o!Efic6 Equipment Rental Requirements, 

SKILLSt (Process Objectives) 

' ^ ■ • « 't » 

14.101 - How to determine which equipment should be rented. ^ 
14^102 - How to determine the proper leasing arrangement. 
14il03 - How to negotiate the lease. 

■ " ^ y 

RELATED TECi^NICAL INFORMATION: , V • 

-^Advantages of leasing. 

- Disadvantages of leasing. . . ^ 

- Purposja oP short-term leases. 

- Purpose of long-term leases with renewal options. 

- Purpose of long-term leases with purtrhase options. 

- Purpose of a sales leaseback arrangement, pt 



Required Ins^tructional Time: 14.10, ^ hours. 

Required Performance Standards: . / 

- Student can state or list advantages and/or disadvantages of office equipment 
rental contracts with 80% accuracy. 




BLOCK OR DIVISION mPmER: 14,0 TITLE: Office, Management (cont* d.) 

TASIQ NUMBER: 14, 11 TITLE: Supervise office Supply Activities. 

Instructional objective - 14,11: How to supervise office .supply Activities, 

SKILLS: (Process Objectives) . 

14,111 - How to determine' best storeroom location, 
14*112 - How to determine storage facility requirements, 

14.113 - How to eliminate marginal stock iftems, 

14.114 - How to arrange stock according to an efficient and orderly plan, 

14.115 - How to determine maximum and minimum quantities required for each item 

stocked, 

14.116 - How to develop procedures for issue of supplies tp the users and establish 

a re-order point, - \ 

14.117 - How to 'deterpiine work-load requirements, staffing, and functions of stock^^ 
^ room personnel, \ ■ ^ ' 

14.118 - How to determine the costs of supplies issued to each business unit and 

inform supervisors by means of monthly reports, 

14.119 - How to determine if less costly substitute it^ms can be used, 
14,1110- How to develop a supply budget, 

RELATED TECHNICAL INFORMATION: « 



;• 



- Purpose of a re-order point, 

- Factors inrdeterrnihing storeroom location, 

- Factors in determining maximum and minimum quantities of supplies. 

- Components of a supply requisition,^ 

- Shelf life and storage requirements for various supply items, 

- Supply ordering procedures, 

r Supply .economy , . 



Required Instructional Tims: 14 , 11 , 5 hours - 
;fReauired Perfo^hnance Standards: , ' 

,.- ■ • \ T 

- Student can prepare correctlv a supply order from an Office supplv catalogue for 
a aiven list of office supplies, ' 

^ Student can define or describe accUratelv matqinal office supplv stock items, 
impact on supplv operations, and procedures required to. purge the syipplv svstem. 

- Student can develop and justifv a workable suppIv control arid issue plan for * , 
.common office supplies. 

. - Student can describe procedures, for developing an office supplv budget. 



FRir 
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BLOCK OR DIVISION NUMBER: 



,^4,0 ^ *riTLE X "Office Management {cont * d . ) 



TASK NUMBER! 14,12 ' TtTLE> Supejrvlae Appllc^tiQn Employee Conduct and Standards 

INSTRUCTIONAL OBJECTIVE - '14f.l2t How Devfe'lSp and Mpplv ^Employee Office Conduct 

Standa rds . 
---^ 

SKILLS: (Process Objectives) ^ 

-14.121 - How to develop .relevant standards for employee office conduct. 

14.122 - Ht>w to disseminate information regarding emplov^ee office^^^ndu^^t standards. 

14.123 - How to apply established office conduct standards. 



RELATED TECHNICAL INFORMATION: 




- Importance of office conduct standards. 

- Importance that all employees are aware o% office conduct standards, 

- Consideration of union contracts where applicable. 

- Consideration of applicable lahor laws and regulations. 

R^(^lred instructional Time: 14.12, 2 hours. 
Reauired Performance Standards; 



-J 



- Student can sta^e a/ad justify the recmirements for of f ice'^conduct standards 
and the limitations on such standards. 



< 



> 



- 14. 13 - 



^BJJxk^R DIVISION NUMBERt 14.0 TITLEt Of f>i<;0' Management <eont'd.> 

TASK NUMBERS ,14, 13 TITliSi Plan for Internal Communications Servicea> - 



|NSTRUCTI0)MI« objective - 14* 13 1 Hov to I^lan Internal Office Communication Reaulremantg . 
SKILLS I . (ProcMS Objectives) S4 

• ' r" 

' 14«131 " How to determine internal communlcatibn requiremente. ^ 
14.132 - How to choose an internal communication systemCs). 

RELATED TECHNICAL INFORI^TIONt 

Types ^of internal communication systems; with advantages and disadvantages! 

a) Messenger 

b) Telephone 

c) Intercommunication voice system 

d) Rfidio 

e) Tube conveyors 

f) Electronic transcription 

g) Close circuit TV » 



Required Instructional Time: 14.1^3, 3 hours. 



Required Perfonnance Standards: / ^ 

- Office communication needs are efficiently met in any plan developed, that are 
within budget and maintenance capabilities or limitations. 

- Cdntrol o^ unauthorized use is possible. ^ 

- Expansion of system can be accomplished without difficultv. 
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ILOCK OR DXVZ8ZON NUMBERi 14.0 TITLEi Offlc« Manaqomant * (cont'd.) 

?haK NUMBlSRi 14. 14 TITLE i Pl»n and Hake Itork Flow Sho^f , 

[NSTROCTIOWa OBJECTIVE - 14.14i How to Plan and Kak# Work Flow Sh«<t» , 

i ' 

(KILLS t (Procaaa ObjactiveB) 

14.141 How to datarmina tha kay documant. 

14.142 * How to tra9a tha path of tha kay docuziWnt through tha of flea. 

14.143 - How to axpraaa tha path of tha kay documant in tha form of a work flow, 

£LWTED TECHNICAL INFORMATION i ' ' _ f 

- What la a kay documant? 

- What ia work flow? 

- What typa of work flow ia moat afficient? ' 



Raqulrad Instructional Tima: 14.14, ^ hours. # 
Raoulrad Parformanca .Standard^} ' ^ 

> 

- Stud«9nt can identify^^v' document. 

- Student can explain work flow concepts correctly. 

- Student can develop and explain the path of the kev document in the form of a 
%#ork flow with at least 80% accuracv. 



' 1 




Er|c ■ 2H3 



- 1U.X5 - 



■"^'^ Ol* OIVIBIOM NlMBKni 14.0 TITUSi OffiCtt lanaqanwut 

TASK WOMBKRi 14. 15 TITLgi PUn Officii layout, 

INSTRUCTIONAL OBJECTIVE - I4.15i How to Plan Office Layout, 
SJCIU^i (Procasa Objactives) 

14.151 - How to datamina tha work flow in tha office. 

14.152 - How to arrange layout to match work flow applying ba»lc layout guidolinaa 

i 

RKLATBD TECHNICAL INFORMATION! 

- The conventional department layout vs. the office landscape* 

- CosBion layout considerations and guidelines ^ to include light, heat, ventilation 
and ceiling. 

- Models commonly used in determining the rv>st efficient office layout. 

- CoRsnon space guidelines for personnel. 

- Consnon space guidelines for furniture and equipments 

- The modern open office or work center concept. 

, " Factors to he considered in locating specialised work centers. 

- Privacy considerations for key personnel. 

- Visitor reception area considerations.^ 



Required Instructional Timet 14.15, 3 hours. 



(cent 'd. ) 



Reauired Perfopnance Standards: 

- Student cin aoolv accepted work flow diaqraitmina nrocedures. 

- Proposed o|ffice lavout^Mcetch is workable t contributes to office efficiency, 
provides for smooth flow traffic, considers operation* of primarv activities 
and supervisorv requirements. 
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KOCK OH eWIITON NqK«llV .U,0_ TITLK. Offic, >Un.a,-nt (oont'Z 

TMK NUKBKN. U.lfe _ TXTLe. M«k« Work Sch^dul>.. 

m«IWCTIONAL OWECTIVR - 14.U. Mow to >Uk> Work 8ch.dul,. 
f KILL* I (Proo«as Obj«ctlv«a) 

14.163 - Ho»* to d«t«mln« th« mmm of schcdull^. 

14.164 - How to oonstruot P.B.R.T. charts. \m t 

14.165 - How to d«t«nilii« thm critical path. T 

" ^rnlTluT '^'^'^^ "^"^ -chadul.. and ..l.ct 



D^CHMICA^MFOl 



nUTED '^CHNXCAL^NrOWATIONi 
- Tha aaana of adiadallng. 



/ 

- Daflnltlon and purpoaa of P.B.R.T. / 

- Ottflnltlon and purpoaa of Critical Path Hathod. ' 

- Conaidarations for ovartln- and waak«KJ/hollday work raquiramnta. 

Raqalrad Instructional Tiaai 14.16. 3 hours. 
%iqttirad Parforaanca Standaxda* 
' *****Slll4'''Tr™* *• ocmur^hmmiwm, inelodai^^naidaration of p«r«>nal aa 



_V — .'^ ~r «.iK;AiM««^^raa.aaracxon or paraol 

Z **- Qg^^jA^atl onal faotora and providaa capability tp aaat votklomd, 
• staoant cftn ayp ly PBW P^ prooaaa oorraetlv and aii»»et tha oritieal i>ath. 





BUXK OR DIVISION NWMllKR. 14.0 TITLE i Offto ManAqonwint (cont'd.) 

TMIC NtMBVRi M. 17 TITLE i PUn offly Orq>nl»atlon und Staffing. 

XM•TlttK7^XON^L ODJECTIVK - 14.l7i How to Plan Offlc* Organlgatlon and Staffing.' 
BKZLLSi (Proc«iA Oblactivaa) 

14.171 - Mow to apply manaci^mnt t^chnlqu©* to pl«nnin<j offlc# orgAnlE«tion«l 
r»qulr«Mnt«. 

14.173 - How to apply p«r«onn«l miin«q«iMnt t«chniqu4»s to staffing an Qfflc« organ- 
Ication. y ^ 

U.173 - How Co parfona Job analyaas. " / 



raCLATBIKTr^HNIC^L INFORMATION: 

- R«vi«M organisattonal planning techniouaa. 

- Raviaw p«r»onnal atafflng raqui reman tH . 

- Staffing guldaa. - 

- Dictionary of Occupational Tltlaa (DOT) ' ' 
Raquirad Inatructlonjfl Timar 14.17, houra. 

nacmirad Parformanca 5?tAndard»: , # 

- Damonatratea aKflltv to plan and lufttifv an adequate office organization, given 
wor*' flow, workloads and office onerational activities. 

- Oemonatrates abilitv to use ataffii^g guides in org&nizatioi^al planning and 
staffing* 

-^i^coqnizea and aoplies apdVopriata suoerviaorv personnel for each internal 
requlriunent , where justified by sn^i of trontt^l needs. 

- Desionstrates ability to apply skill^rtd -grade ^requirements in staffing of 
organization. 
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- 14^.18 - 

: .^^^ITEMS.. 



BLOCK OR DIVISION NUMBER:/ 14.0 ; TITLE: ' 'Office Management 

■ ' . _ . . ■ r 

* The student will describe or demonstrate the proper first aid procedures 
to follow and the equipment needed to treat a common unscheduled illness 
- V or iniury chosen by the' instructor, \ 

"STANDARD^: -Proper -first aid procedure selected for condition. 
. / -Proper 9teps in sequence' described or demonstrated. 

-Selects and uses required first aidjnjaterial correctly. 

.14/02 * The student will devise ajifl justifv safety rules for -a specified and 

common hazards local firm. The student will then list the actions that 
should be taken, to insure compliance wi4:h these requlati9ns. 
. STANDARDS: -Safety rules devised are appropriate for hazards and cpmplete^^ 

vTustif ication adequate. V . 

-Compliemce actions workable,, appropriate and adecruatelv justi- 
• " . ' . ■ :fiedv , ' \ 

14.03 The student will prepare a vehicle parking area layout and draw a trdffic 
flow chart for employees of a local business firm, given size, shape, 
expected nvunber of vehicles, and street egress of parking area. ^ 
STANDARDS : -Plan considers all primary problem areas, has maximum utiliza- 
tion of area, avoids cross traffic and choke points; provides 

. ■ ^ . adequate maneuver room. * * u ^ 

14.04 The student will list the standard practices employed to provide for the 
reception of visitors by business/industry and will justify" same- 
ST7VNDARDS: -Practices listed are relatively stEUidard and use is well justi- 

■'- / fied. , . - . ' 

14.05 The student will studv^ analyze and critiaue the inter-office message dis- 
^ tribution system of the institution which, he is attending. ^ 

' ^ ' STANDARDS: -Includes ^^11 primary activities, analysis covers main areas pf ^ 

concern ror inter-*off ice distribution — critique well organized, • 
' ^ identifies problem area and projposes workable solution. * ; 

14.06 The student will list the factors which shoifLd be considered in esjtablishing 
'and inspecting the company, fo^d service facilities^ 

STANDARDS: -Considerations should include rjfeed, fac'^Jities, equipment, 

health and sanitation, types of meals and preparation, worker * 
food preferences. Qualification of food ser=vice personnel, food 
\ purchasing and storage, inspection freouency, purpose of inspec- 
\ , ^ tions, inspection techniques, & compjaints. ^ ^ ' 

14.07 ^ Given a short case describing a firm, the student will develop vehicle use 

and maintenance policies and procedures.. The student will list factors that 
• should be considered in developing these policies. 

Sl^ANDARDS: ■ -Factors consider purpose and use limits of vehicles, vehicle 
. ' control policies, operator controls , vehicle maintenance and 

security, with full justification for policies and procedures .^T 
developed. 

■\ ■ ■ ■ 
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BLOCK OR DIVISION NUMBER: 14.0 TITLE;. Office Management . * 

^ 14. 08 The student wili develop an external and 'internal beautif ication plan for 
^ the buili^jlJi^s and grounds of a local business firm. - ^ 

STANDAHDS:. -Priepares plan with sketch— considers location, tvpe of opera- 
' • tion, Condition and nature of ^ facilities , fund limitations, 

purpose of plan, internal lighting and safety , external is in 
harmony with or upgrades surroundings, is practical, and im- 
proves firm in^i^. _ - 

The student will develop a facilities maintenance budget for a fin.i 
described by the instructor. : • 

, ^ STANDARDS: -Considers type and size of facilities, degree of "maintenance ' 

requiried, nature of operation standards to be achieyed, fund 
^ limitations, equipment requirements, and contract vs. in-house 
maintenance personnel. ^ - 

The student will discuss the impact of proper lighting on production, given 
the tvpe of operation involved. ' 

STANDARDS: -Consideration given to type of work performed ) degree of pre- 
cision reoiiirj^d, facilities and equipment involved 4' as a 
minimujti. - * \ • 

~ ■ '■' ■ ■ ' ' ■■ v^'. ' . '■ 

14.09* The student will list the advantages and disadvantages'. of maintenance con-' 
tracts. , ■' ^' , ' ■'" ■/ '/■■ - ' ' \ 

STANDARDS: -^dvantages and disadvantages listed ^3re adequately justified 
* ' * . as 'such amd aarfe. considered valid; Equipment and personnel ' 

, * reouireiments and maintenance frequencv considered. " " 

■ .■ ■ • ■ ■ ■ ^ ; ■ ■; ■■■ ':.;v ..■ ,, : , \ _ ■ 

The stud^jjtwill compare preventLve maintenance vs . remedial maintenance 
•-costs. ' I^B' ' ' 

STANDARDS: -Eauipment and facility downtime and personnel lost time are 
" considered in comparisons as are skill levels of personnel ' 

required to perform types of maintenance. 

The student will list the conditions under which the company might wish to 
establTsh its own service department.. 

STANDARDS: -Consideration given to equipment density, size of facilities, 
tvpe of operations in facilities , size and length of dailv 
. operationg-r ^f reg uency of maintenance requirements, sanitarv 
requir^ents- ana'lw^mber of custodial (maintenance) personnel 
requi 
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14.10 The student will >a4.scuss the advantages and disadvantages of leasing. 

STANDARDS*: -Factors considered are valid; obsolescence , replacement and 
maintenauice are considered in discussion. 



The student will explain the procedure involved in a sales leaseback 
.arrangement. 

STANDARDS: -Primary considerations, ar.e cpvered adequately and accurately. 

Student demonstrates abilitv to describe sales-leaseback arrange- 



O . ■ . ments. ' } 
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BLOCK OR DIvffelON NOMBER: 



* - 14.20 
^ TEST ITEMS (cont'd.) . 

14, cf % TITLE : Office Management 



14.11 



14.12 



14.13 



14.14 



14.15 



JThe student will explain the procedure used to sj-iminate marginal stock . 
' ■ items. , . , •* 

STANDAJtDS: -Student can define or describe 'accurately marginal stock 
^ : items and impact on supply operations. . ^ 

-Procedure described to . eliminate marginSl stock items valid. 
■ ■ ♦ ■ . ■ • 

Given a description of a companv ' s supplv requirements and itc financial 
resoxirces, the student will- develop a supply budget for a specified period 
of time. ^ 
STANDARDS: -Student uses supply jcatalogue correctlv. 

-Supply budget developed will meet the s\jpply recruirements for 
^ : .. ' ' items used in period specified and remains in fund liirti1:s. . 

The* student will explain the' importance, of office conduct staridai:ds. 
^STANDARDS: -Explanation is comprehensive, considers needs of employer, 
^ individual and work group and impact on prodliction '2uid morale. 

The student" will list the factors which should be. .considered establish-^ 
inq einployee conduct standards* ^ . ..; 

" STANDARDS: -Individual ricrhts* jfiot violated,. «t. the welfare of th^ igroup : 
and the operation .""^s a whole ar^bonsidered. Factors con- 
o ' sidere^ are valid an<i justified. 

The student will recbmmend an inteltnal communication system' ^f or the insti- 
tution^at which the student is enrolled i The student will discuss the 
reasons behind his particular recommendation, ^ ' 
STANDARDS: -Needs, costs , operational and maintenance recjuirements are 

considered. Advantages^ justified as outweighing diisadvantages 



The student will prepare a work flow sheet to trace the path of the key 
document thro\jgh a local business firm. . ^ * 

STANDARDS: --Can ideritify the kev docximent. 

-Can expi^^ain and apply work flow concepts. 

-Can develop anS explain the path of .the key document ih the 
form of a work flow. t-'V 

Given a description of the physical facilities, emp!t|byees and a work flow 
diaqram Of a company, the student 'wi 11 plan an officp lavout for that 



company . 
STANDARDS : 



-Student applies accepted work f low dia<i!framming procedures, 
office layout is workable and adequately justifie<54^ ^^^i^^®'^" 
cy of operations and impact on»- personnel and span of ^control 
are considered. » " ^ ^ ^ 
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The student will prepare a PERT chart of a project described by the 
instructor. The student , wi 1 1 pil so detennine the critical path for that 
project* . . 

STANDARDS: -Student qives eviidence of ability to apply PERT process, pon^ 
^; sidered all factors given and' selects critical oath. 

The student will prepare a work schedule for himself for the next week of 
school. ' , V 

STANDARDS: -Work schedule is comprehensive and includes all factors con- 
cerned, appears vf^lid when .justified. ' " 

. . . 234 
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TEST ITEMS (cont'd.) 
. ■ 

. Office Management 




I BLOCK OR DIVISION NUMBER: 14.0 TITLE 



14«17 Given a description of a task to be accomoliii^hed, The numfeer of people 
availahile, the skills they possess, th6 cost constraints and '^he time> 
available, the student will plan\and staff a hypothetical organizati'bn 

^ ^ to accomplish the task described. /■ , « * 

.STANDARDS: -Identifies overall activity fiHjction and task requirements. 
, -Orgcuiizatio^ is mission-oriented. I* 

-Span of control in reasonable limits neither too much or 
• too little • 

—Valid staffing procedures used pin determining the job level 

and pay scale for positions identified* 
-Work flow considered.. N 
-Organization and staffing plan adequately justified'.' 



0* ^ 



.a 
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ARTICULATION RESEARCH PROJECT 
INSTRDCTIttNAL GUIDE 



DIONi 

I 



PROGllAM: Busindss Admlnlstflilon .(DCC ^018): Accounting (DCC T-016) 

Btislnfess ai^d Off iCjB?E<lucatiQn (SDPl5j Secretarial Science (DCC T-030) 

\ ' ' 
COURSE: Business Law (Block 12. OV^ Accounting) 

(Block 16.0 - Business ^Administration and Secretarial Science) 

COURSE IDENtlFICATION: , Department of Public Instruction - No. 7221 Business Law 

Department of Cbnununlty Colleges - BUS' 115 and -116 - 
• Business LaSJ I & II 

INSTRUCTIONAL H^URS: Hlgh Schbols >i^0 hours (vhen taught) 

' , CC/TI - 66 (Busj^ness Administration and Accoiihtln^^^ 
33 (BUS 115 - Secretarial Science) 

^ ' -'■ '■ ^ . 

INSTRUCTIONAL OBJECTIVES: . * 

To provide the student with the information to cprr^tly define business : ; 
law terminology and state Involvement of business law in the following: 



1. /o 



Courts 4and court procedures; Contracts, Sales, Bailments, and Connaercial 
paper. . ^ 

"2. Agency and employment; PartneEshlps, Corporatj^ons, Risk-Bearing devices; 
\ . and Pi;operty. ' 

JOB QUALIFICATION: ■ * ^ 

Successful completion of this block of instruction does not^ in Itiself 
provide a specific jo^ qualificakfoii , .bu^ when taken in coidjirfat ion with 
management and'^telateHbusinejss cour.^es, the student will be qualified 
to perfom as a management trainee, or as a junior accountant. 

) ■ - . ^ . i 

PREREQUISITES: ' 

: ■ . ' . , ' ■ . 

None. ^ 

PERFORMANCE STANDARDS: . ^ • • 

' Performance standards shown for each instructional /ofcjective will be 
applied. Octupational qualification or adequacy in this subject an i 
^ will be. determined by using the outline test *items attached. . Kmphasis 
, ^ Is iSlaced upon applied performance evaluation, using the appropriate 

performapce standards that are recognizfed by business and Indus try ♦ ^ 

^"\qUIPME1JT REQUIREMENTS: 

None. ' t > 
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ARTICULATION RESEyVRCH PROJECT \ 
OCCUPATIONAL TASKS AND INSTRUCTIONAL REQUlfPEMENTS 

.. Accounting - Business Administration 



BLOCK OR DIVISION NUMBER: . 12,0 TITLE i Business Law - 

^ . (Accounting) 



16.0 TITLE X Business Law - 

Admii 



(Bus ihe^ Administer a tion) . 

. > V - V ■■ ■ ' . \ 

TASK NUMBER: 12>01 & 16,01 TITLE i Know Basic Principles of ^ Law and 

' ■ Itjis Enforcem ent. 

INSTRUCTIONAL OBJECTIVE - 12.01 16.01x Learn Basic Principles of Law 

4 . And Its Enforcement. 

SKILLS:/ (Process Objectives) 
None. 

REIATED TECHNICAL INFORMATION: ^ 

- ^ ■ ■ . ". ... ;^ .. ■ _ 

- Basxc principles -and definitions of law. 

- Courts amd court procedures. 

' * .' ■ ■ ^ . . » - . \ 

. / ■ . ■ 5^ ■ ■ 

REQUIRED INSTRUCTIONAL TIME: 12.01 & 16.01, 5 hours. ^ 
REQUIRED PERFORMANCE STANDARDS r -y^^^^^ ' ' . ^ 

- The student will state the basic 4lBfinition of law. 100% accuracy. 
-'The student will explain the levels or classification of the courts 

in our court system. ' 80% accuracy. ^ . 
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. ARTICULATION RESEARCH PROJECT 
OCCUPATIONAL TASKS AND INSTRUCTIONAL REQUIRE.MENTS 



Accounting - Business Administration^ 



BLOCK OR DIVISION NUMBER: 12.0 TITLE r Business 



(Accounting) 
46.0 TITLE: Business Law - 



(Business Administration)' 

TASK NUMBER: 12.01 & 16,01 TITLE: Know Basic Principles of Lay and 

Its Enforcement, 

. . - A - 

INSTRUCTIONAL OBJECTIVE - 12.01 & 16.01: Learn Basic Principles of Law 

And Its Enforcement./ 

SKILLS: (Process Objectives) a 



yne. j ' . 

RELATED TECHNICAL INFORMATION: 



-Basic principles /and definitions of law. , / 
- Courts eind court procedures. 



JREQUIRED INSTRUCTIONAlS-IME:. 12.01 & 16.01, . & hours . 
BEQUlfttD PERFORMANCE STANDARDS: " 



- The student will state the basic -definition of law. 100% accuracyi. 

- The student will explain the levels or classification of the courts 
in our court system. 80% accuracy. r 



V 
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feLOCK OR DIVISION NUMBER; -12,0 TITLE: 



Business Law 



(Accounting) 



(cont'd. ) 



16.0 



TITLE: 



Business Law 



(Business Administration) 



TASK iJUMBER: 12.02 & 16.02 TITLE: Know Basic Legal Considerations; 

of CoiiLi^autsi 



INSTRUCTIONAL OBJECTIVE - 12.02 fi, 16.02: Leajrn Basic ^<^sjc 

erations of Contracts. 



SKILLS: (Process Objectives) 

None.y ^ 
RELATED TECHN^ICAL INFORMATION: 

- Nature and. classes of contracts. 

- Principles of offer atnd acceptauice. 

- Defective agreements. 
~ Competency of parties. 

- Principles of consideration. 

- Illegal agreements. 

- l^orm of contracts. 

- Assignment of contractus. , 

- Termination of contracts. 

REQUIRED INSTRUCTIONAL TIME: 12.02 ^ 16.. 02, 
Ri:*,;, *ki:i/ i iiKl-'ORMANCE STANDARD:^ 

- The student will explain .'.ifference between: 

\ i) Express and implied contracts 

2) Vrn'd and voidable contracts 

3) Executory and executed contracts 

4) Unilateral and bilateral contracts 



12 hours, 



80 



Thci student will identify four conditions that make a conttui:t defective. 
•100* acvjuracy. 



V 
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- 16.04 - 



BLOCK OR DIV1SI0^^ NUMBERi ^2.0 TITLE: Business Law (cont'd.) 

- :'-(Accountin9)- - 

Business Law 



(Business Administration) 



TASK NUMBER: 12.03 & 16,cf3 TITLE: Know the Legal Considerations 

Regarding Sales. 

INSTRUCTIONAL OBJECTIVE / 12.03 & 16.03: Learn the Legal Considera- 
tions Regarding Sales, ' 

SKILLS: (Process Objectives) ^ ' / 

None. . / ■ ■ 

, •-.'•..;./■ •■ • ■ ■ ' ■ - 

RELATED TECHNICAL INFORMATION : 

- Sales of personal' property, i 

- rormalities of^a sale. 

- Transfer of Title and Risk in Sales Contracts. 
Warranties of / the seller. 

REQUIRED INSTRUCTIONAL TIME i. 12.03 & 16 . 03 , 5 hours • 

/ . ■ 

REQUIRED PERFORMANCE STANDARDS t 

^- ■ • •' ■ . ■ ' .-. 

- The student will identify those points that must btf in writing When a 
written proof of the transaction is required. 80% accuracy. ^ 

- The student will define: existing goods, identified goods # future goods # 
fungiblG| goods. 80% accuracy. # 
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- 16.05 - 



BLOCK OR DIVISION NUMBER: 12.0 TITLE: Business Law 



(cont'd. ) 



* 16,0 TITLE: 



(Accounting) 
Business Law 



(Business Administration) 
TASK NUMBER: ^04 & 16,04 TITLE: Know Legal Considerations of Bail- ^ 



ments 




INSTRiJCTIONAL OBjiiCTIVE' - J 2.04 & 16.04: l.^ ^. n the Ltgal Considera- 

:us of Bailments. 

SKILLS: (Process Objectives) 
None, 

RELATED TECHNICAL INFORMATION: 

- Bailments in gene/Y*l- 

- Common earners. 

- Hotelkeepers as Bailees 

REQUIRED INSTRUCTIONAL T^E: 12.04 & 16-04, 4 hours . 
REQUIRED PERFORMANCE STANDAllDS : 

■ " . . ^ ' ^ - ' 

- The student will dc.fin',- r»nd ve an example of a bailment. 100% accuracy , 

- The student, will name thi:-2o types of lf'V-,es that are exceptions to 
liabilities bailees. 100% accura'jy. 
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- 16.06^ ^ 



BLOCK OR DIVISION NOMB^j* 12.0 TITLE: Busirtess Lgw 

(Apdbuhting) 



(cont'd.) 



16,0 



TITLE J 



Business Law 



(BusineffB Adoinistration) 



TASK NUMBER;- 12,05 & 16,05 TITLE: Know Legal Ccn&ideracions Regard- 
ing Comreercial Papers, 

INSTROCTIONAL OBJECTIVE - i2.0b L 'ib.05: Loar ri Uio Legal Con'sidera- 



lions Regarding Commercial 
Papers. 



SKILLS: (Proce&s Objectives) 
None. 

RELATED TECHNICAL INFORMATION: 

- Nature of ccmmercial i/dper. 

- Promissory notes: definition, how made, and kiiidtf. 

- Diafts: definition; types, and employment. 

- Checks: definition, types, and employment. 

- Essentials of negotiability- 

- Negotiation and dischorge: definition and types of indorsemencs. 

- Holders in due cout^e: conditions of immunity. 

- Defenses: types. . \ 



REQUIRED INSTRUCTIONAL Tlf4£: 12.05 16.05, . 11 
REQUIRED PERf'OHMANCE STANDARDS: 



hours-. 




-The student will libt the 5 kinds of indorsements and explain their us^ge. 
90% accurac'y. , ^ - 

- The student will list and expiaxn 2 chavacteris ti<;s of. a holder in due^ 
'course. 100% aeolixacy. 

- The student will demonstrate his abiluty to till out a rjegotiable insitru- 
. roent . ' 90%. ' 
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BUOCK OR DIVISION NUMBER: 12. G TITLE; Business Law ^ (cont'd.) 

< Accounting) 

16,0 TITLE: Business Law 



{Business Administration) 

TASK NUMBER; . 12 .06 & 16106 , TITLE; Know Lcqcil Cjns J dr rations of 

Agency jnd Eitiplcywent Relation- 

INSTRUCTIONAL OBJECTIVE - l> . 06 & Ib.O<?: U /. o Leyal Cons ide rati omo o£ 

,A<j>^ ncv and Employroent Rela- 
tionships. 

SKILLS: (Process Objectives) 
None. ^ 

■* * 
RBLAtpD TECHNICAL INFORMATION: 

• ' / • ■ * ■ • ■ 

- Creation of ^n agency^ ' 

^ - OpecdtxGUfi and termination o.f ar agency. 

- Employer and employee rexat ionships.- • 

Labor legislation piovisions. V 

RBQUIRBD INSTRUCTIONAL TIME: 12 iO(/C 16 ,0€> , 5 hours- \ 

REQUIRED PERFORMANCE STANDARDS » ' 

* The student will list axid explain 3 duties of an agent tp the principal. 
90% aCcbracy. 

- The student will list and explain 3 duties of a principal to an agent* 
90% accuracy. 



/ 
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16.08 - 

t 

BLOC^QR DIVISION NUMBER; 12 >0 TXTLE>: Business Law (cont'd.) 

(Accounting) 

Ib.O TITLE: Business Law 



(Business Adfldnistration) 



TASK NUKBER: 12.0/ 4 16.0/ TITLE i Know the i cjal Considerations of 
\, : P<irtnerbhit^ . ^ 

INSTRUCTIONAL OBJECTIVE - 12-07 u ]6.075 Lf-arr : 'he Lecyal Ci:;n&icierati6ny 

of Px/rtnecships , • 

* • 
SKILLS: (Process Objectives) . 

None. 

RELATED TECHNICAL INFORMATION: 

^ * - r • * 

Formation of «i partnursh'j'^- \j ' ' 

•^Pperati^on of 3 (>artnersh jp. c 
/ Dissolution of a partnership. 



R^IRED INSTRUCrriONAL TIME: 12.07 6 16.07, 4 hours. 
REQUIRED PERFORMANCE STANDARDS: 

- The student will describe^ 2 of the 5 possible types partners in a partner-v 
ship. 100% accuracy. ^ 

The student will list 5 of the 12 poihts Hiat muse Le included in a written 

agt'eemcnt for the formation of a partnership. "90% accuracy. ^ \ 

- The student will name 3 ot the 5 duties of one parLn^jt>to another.. 80% 
accuracy . ^ ' r^st . 

w . ■ 
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- 16.09 - 



BLOCK OR DIVISION NUMpERs 1^,0 TITLE: 



Business Law 



(cont'd.) 



16.0 TITLE t 



^(Accounting} 

Business LaW, 



(Business Adfliinistration) 



TASK WUMBERt. 12,08 16>08 TITLE; KnoK the Legal Considerations Regard- 

\ ^ng Corporations. 

■ ' • \ • • • . . _ ^ . . 

IHSTROCTIOIIAL OBJECTIVE - 12.08^>* 16. Q8 TITLE: Learn the Legal Consider a-' 



tions Regarding Corpora* 
tions. 



SKILLS: (Process Objectives) 
None • • - 

RELATED TECHNICAL INFORMATION: .V 

- Nature of a corporation. 

- Menbership in a corporation. 

^ Managen^nt and dissolution of a corporation* 

REQUIRED INSTRUCTIONAL TIME: 12.08 16:06, . I 



hours. 



REQUIRED PSIOrORMANCE STANDARDS: 



- The student will define and list 3 tharacteristics of a corporation. 
100% accuracy. ; 

- The student will explain: comaon stocky preferred stock, cuni|^lative pre- 
ferred stock, par-value stock, treasury stock, dividends. 75%^\ccuracy . ■ 

- The student will explain 4 of the 7 rights of stockholders of a corpora- 
tion. 80% accuracy. ^ 

V 
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BLOCK OR DIVISION NUMBERt 12.0 TITLE t Business Law (cont'd.) 

(Accounting) 

16,0 TITLE I Business Law ' 

> (Business Administration) , 

^ TASK NUi^BER: 12.09 & 16.09 TITLE i Know Legal Considerations Reqardin<? 

^ Risk-Be«ring Devices .~ 



INSTRUCXIONAE OBJECTIVE^- 12.09 & 16.09i Learn the Legal Considerations 

Regarding Risk-Bearing Devices. 

SKILLS: (Process Objectives) 
None.' 

RELATED TECHNICAL INFOt^TION i ^ a ' 

■ . I 

- Nature of insurance. 

- Life and annuity insurauice. 

- Propei;^^!^ insurance. . i 

- Automobile insuz^ance. ^ ' . 

- Guaranty and suretyship. 

REiaUlRED INSTRUCTIONAL tIME: 12.09 & 16.09, 8 hours. 

REQUIRED PERFORMANCE STANDARDS: . ^ , ' 

■ ■ ' " ■■_ 

- The student Vill list the general types of property, life, an4,heai;th; care 

- insurance and briefly explain each with 85% accuracy. ■''0^'. 

- The* student wiil define a list of common terms used in insurance policies 
with 90% accuracy. > ^ , 

- The student will explain the workmen* s compensation plan as it applies to 
employers with 85% accuracy. . ' 



BLOCK OR DIVISION NUMBERS, 12.0 TITLE i Business Law (cont'd.) 

(Aiccounting) ^ 

16,0 TITLE: Business Law ^^^^^^ 

(Business Administration) 



TASK MfiMRKPtglio in £ 1 .6,10 TITLE j Know Legal Considerations Regard- 
^ ing Property. 

INSTRUCTIONAL OBJECTIVE - 12.10 & 16.10: \<earn the Hsgal Considerations 

Reg^dlpg^Pr^g^rty. 

SKILLS: (Process Objectives) 

None. % 
RELATED TECHNICAL INFORMATION t 

- Nature of propertgf # 

- Transfer of real property; . • 
Real estate mortgages. 

- Landlord and tenant. 

- Wills and ixi^ierltaitiJtg, v 

- Bankruptcy. ■ f 

REQUIRED INSTRUCTIONAL TIME X 12.10 & 16.10, 8 hours, 
REQUIRED PERFORMANCE STANDARDS: 

- The stVLdj^nt wlll^ define ^d give an example of real property auid personal 
proper 100% accuracy. 

- The stijpent will name and explain 4 of the 6 characteristics of a deed. 
90% 'acjSaracy. * "^C^ 

/ - The st|tedent will explain the rights of a landloi^d in regard to leased 
property. 85% accuracy. , \^ 

- The stfudent will delj^^n^ the :follb*/ing t^rms common to 'wills: testator, 
. .. devis|e, bequest, legacy^ executor, int^i$tate, administrator. 

'80%^ afccuracy.- - ' - 

. - The afcudent .will list 3 of 'the 6 types of obligations that cannot be 
ayoiaed l^y bankruptcy. 90% accuracy . 



TEST ITEfiS 
(Outline Type) 



Accounting -* Business Administration 
BLOCK OR DIVISION NUMBERj 12,0 TITLE: Business Law 



(Accounting) 
16.0 TITLE: Business Law 



(Business Administrati,on) 



.01 The student will explain the functions of the various levels of courts in 
our court system. 80% accuracy. 

• 02 The student will briefly define ^*conti/act" and then explain any 4 of the 

following types of contracts: Vpid/ voidable/ executory, executed, uni- 
lateral# bilateral, foannal, or ijuasi contract. 85% accuracy. 

• 03 a) The student will identify/those points that must be in writing when a 

written proof of the trans al^t ion is required. 80% accuracy, 
b) Given a list; of terms M^isQciated witJi sales, the student wi»ll define 
the terms. 80% accuracy r 

•04 The student will define bailVi^nt and give 2 ^^amples of bailees. 90% 
, ; accuracy. / ) . 

• 05 The stu^pt v^ill list thesJEive kinds of indorsements and explain tha^r 

* usa^ge, 90% accuracy. \ - 

0- + Th^ istudent will list^ and explain the three characteristics Of a holder 
^ in due course, 90% accuracy. 

The student will explain the necessary parts of a negotiable instrument. 
90% accuracy. 
> , \ 

•06 The student will list and explain the main duties and rights of agents 
and principals with 85% accuracy. 




• 07 a) The'student will nanvg 3 of the 5 duties of one partner to another. 

90% accuracy . N 
b) The student will list 3 points that describe a partnership. 90% 
accuracy.* ' * * " « 

'a) The studen^ will define and list 3 charactejfi sties of a corporation, 
§0% accuracy " ' ' — v. 

t) ^ven a list of terms ^ssocia^ed with corporcMtfions , the student will 
correctly^ identify the terms. *85% accuracy.^ 

'.09 The student will list the general type^ of property,**life, and health 
car^ insurance and briefly explalii each with 85% accurac^^. 
yhe student will define ^-a list of common terms used insurance poli- 
cies withv85% acdiracy. ' , ^ 



- 16.13 - 

^ " . ■ TEST iti;ms • 

(cont'd^) 

.09 The student wilX explain the workmen's coi^pensation plan as it applies to 
employers with 85% accuracy. ■> 

' ' ' . ' 

«10^ Given a list of terms associated with property / deeds, wills, and bank- 
ruptcy proceedings, the studeht will correctly identif- the terms, 85% ' 
accuracy. 




•'SUGGESTED SAMPLE" 

ARTICULATION RESEARCH PROJECT 
JAMES SPRUNT INSTlTirTE AND DUPLIN COUNTY PUBLIC HIGH SCHOOLS 

Student Vocational Skills Record 

COURSE: Personal Development, Block 1.0 
(For Instructor's Pile) 



NAME: 



Certified byi 
institution : 



DATE! 
TITU: 



CODE 



TASKS 



lU L M S] Uses proper techniques for good 
body care. 

[U L M S] Maintains neat, well groomed 
appearance : 

. ^ • ■ 

[li L^^M S] Dresses appropriately. 

tu L M' S] Displays proper attitude toward 
work . *. I 



CODE 



TASKS 



[U L M S] Practices good business 
. ethics. 

[U L M S] Practices telephone courtesy. 

>[TJ L M S] .Displays physical poise. 

[U L.M S] Meets public tactfully. 

fU ^Jt^lfk^ Practices appropriate eti- 
jl^^quette. 



GENERAL ATTITUDE ; 

[U L M S] Industrious and energetic 
ru L M S] Cooperative with associates and instructors, 
[U L M S] Dependable 
[U L M S] P\inctual 



CODE Circle appropriate letter. 
U - Unqualified 

L - Limited skill, requires supervision. 

M- - Moderate skill, requires minimum supervision. 

S - Skilled, works irfdependently. 
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